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PART  L 

INTRODUCTION    WITH    SUMMARY    OF    FINDINQS 

AND   RECOMMENDATIONS. 


I.    CHABACTSRIZATION    OF    PRESENT    EMPLOYMENT    CONDITIONS, 

WITH  SUMMARY  OF  FINDINGS 

The  investigations  and  findings  of  the  Senate  Committee  on 
Civil  Service  furnish  convincing  evidence  that  the  business 
of  the  State  is  transacted  with  a  considerable  amount  of 
waste.  The  Committee  estimated  in  its  preliminary  I'eport  of 
April  9th,  1915,  that  the  payroll  cost  could  be  reduc^  by  at 
least  two  million  dollars  through  proper  reorganization  of 
methods  and  simplification  of  work,  of  which  five  hundred  thou- 
sand dollars  could  be  immediatelv  effected.  The  Committee, 
after  exhaustive  investigation,  finds  that  this  estimate  was  con- 
servative. 

Many  factors  contribute  to  the  waste  or  inefliciency  in  the 
State  government  to-day.  One  of  the  most  important  factors  is 
the  present  system  of  civil  service  control  and  the  deadening 
spirit  which  underlies  it.  In  no  department  of  the  State  gov- 
ernment do  employment  conditions  approach  the  standards 
adopted  by  private  practice,  although  there  are  many  instances  of 
highly  (competent  and  thoroughly  trained  officials  and  employes 
rendering  much  more  service  to  the  State  than  could  be  required 
of  them. 

The  most  important  results  of  or  defects  in  the  present  system 
of  civil  ser^'ice  control  revealed  by  the  Committee's  investigation 
may  be  summarized  under  the  following  headings,  which  will  be 
more  fully  developed  in  the  body  of  this  report : 

1.  Ixregnlazity  in  Rates  of  Pay  —  With  Large  Amount  of  Overpa3mient. 

8.  Mvltiplicity  of  Fictitious  and  Unnecessary  Titles  — With  Resultant 
ConfniiOB  of  Work,  Friction  Between  Emplosres,  and  Administrative  Diffi- 
cnltiet  in  Aaslgnins  and  Controlling  the  Personnel. 

3.  Inadequate  and  Inequitable  System  of  Advancement  and  Promotion. 

4.  XTnneoessaiy  Duplication  of  Work  —  Prevalence  of  Useless  Positions. 

5.  Lack  of  Proper  Qualifications  and  Preliminary  Training  of  Employes. 

[xiii] 
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6.  Exempt  Positions  —  Need  for  More  Permanence  of  Tenure  in  Im- 
portant Posts. 

7.  Lack  of  Standards  to  Control  Ontpnt  of  Emplojres. 

8.  Lack  of  Esprit  de  Corps  —  Deadening  Influence  of  Service  Under 
Present  Conditions. 

9.  Present  System  of  Civil  Service  Control. 

• 

1.  Irregularity  in  Rates  of  Pay  —  with  Large  Amount  of  Over- 
payments 

The  extent  of  overpayment,  by  which  is  meant  the  amount  of 
excess  of  the  present  rates  over  maximum  rates  recommended  for 
the  standards  of  work  involved,  aggregates  $380,082,*  which  may 
be  distributed,  by  services,  as  follows:* 

Clerical $195,536 

Professional  and  Scientific 81,184 

Inspectional 34,664 

Investigational   and   Examining 36,456 

Other  Services    32,243 
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The  amount  of  underpayment,  by  which  is  meant  the  difference 
between  present  rates  and  minimum  rates  recommended  for  the 
standard  of  work  involved,  aggregates  $83,050,  which  may  be 
distributed,  by  services,  as  follows:^ 

Clerical $19,976 

Professional  and  Scientific 40,687 

Inspectional 5,620 

Investigational  and  Examining 5,226 

Other  Services 11,541 


1  The  figures  shown  under  this  caption  do  not  include  the  overpayments  or 
underpayments  in  the  Public  Service  Commission,  First  District,  the  State 
institutions,  courts,  normal  schools,  agricultural  colleges  and  small  commis- 
sions, the  total  annual  payroll  cost  of  which  approximates  $11,500,000.  The 
courts,  normal  schools  and  colleges  were  not  included  within  the  scope  of  the 
Committee's  investigation ;  the  investigative  work  for  the  other  units  has  not 
been  completed. 

s  This  item  of  $380,082  is  in  excess  of  the  rates  of  the  grades  in  which  the 
reclassified  employes  fall.  Many  of  the  present  employes,  nowever,  because  of 
the  limited  duration  of  their  service,  would  not,  under  the  proposed  schedules, 
be  entitled  to  these  maximum  rates.  It  is  estimated  that  a  strict  application 
of  the  proposed  standards,  according  to  service,  would  show  approximately 
$525,000  overpayment. 

sSee  Part  iV  for  comparative  analysis  of  the  present  and  proposed  classi- 
fication, showing  overpayment  and  underpayment.  See  page  xxxix  for  a 
statement  of  the  Committee's  policy  with  respect  to  overpayment. 
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This  irr^alaritv  of  compensation,  which  in  itself  would  tend 
to  disrupt  any  private  or  public  enterprise,  is  the  result  of  many 
years  of  comparative  indifference  to  principles  of  sound  business 
and  fair  dealing,  particularly  in  the  two  following  respects : 

First. —  Practice  of  making  appointments  to  the  same  line 
and  grade  of  woric  at  widely  different  rates  (the  appointees 
being  recruited  generally  from  the  same  eligible  lists,  whore 
the  positions  are  competitive). 

Second.—  Practice  of  advancing  and  promoting  employes 
without  proper  reference  to  relative  merit,  seniority  of  ser- 
vice or  change  of  duties. 

The  effect  of  the  second  practice  in  producing  not  only  irregu- 
larities in  rates  of  pay,  but  also  a  general  condition  of  overpay- 
menty  is  particularly  marked. 

The  average  salary  of  all  State  employes  in  the  administrative 
departments  (all  offices  and  functions  represented)  on  January  1, 
1911,  was  $1473.^ 

The  average  salary  of  all  State  employes  in  these  departments 
on  January  1,  1915,  was  $1848.^ 

This  represents  an  increase  in  the  average  salary  of  all  employes 
of  $375,  or  25  per  cent,  of  the  original  cost. 

In  this  connection  the  experience  of  the  citv  of  Chicago,  some- 
what similar  in  the  size  of  its  organization  and  in  the  variety  of 
its  functions,  is  significant  From  1911  to  1915  the  average 
salary  rate  of  all  employes  in  its  departments  has  fluctuated  but 
little,  the  net  average  rate  remaining  about  the  same.  In  two 
large  services  —  Clerical  and  Supervising  —  the  average  rate 
decreased  $38  and  $72  respectively ;  in  three  services  —  Medical, 
Engineering  and  Inspectional  —  the  average  rate  increased  $43, 
$38  and  $72  respectively.  In  one  service  —  the  Library  Service 
which  is  very  small  —  the  rate  increased  $228  (from  $678  to  $900 
per  annum). 

During  this  period  Chicago  was  administered  under  a  definite 
plan  of  salary  control.  However,  the  marked  and  abnormal 
increase  in  the  average  payroll  cost  of  New  York  State  employes 
during  this  period  of  four  years  will  find  few,  if  any,  parallels  in 
public  or  private  practice. 

1  This  includes  4,498  positions  carrying  a  total  expenditure  of  $6,626,678.90. 
'This  includes  6,364  po.«iitionB  carrying  a  total  expenditure  of  $11,764,267.55. 
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2.  Multiplicity  of  Fictitious  and  Unnecessary  Titles  —  with  Re- 
sultant Confusion  of  Work,  Friction  between  Employes,  and 
Administrative  Difficulties  in  Assigning  and  Controlling  the 
Personnel. 

According  to  standards  developed  after  investigation  and  sub- 
mitted as  part  of  this  report,  there  are  approximately  943  fictitious 
or  unnecessary  titles  in  the  State  service  to-day.  These  irregular 
titles  may  be  grouped  according  to  the  general  class  of  work  per- 
formed thereunder  as  follows:*  Fictitious    UnnecesBary 

and  or  Non- 

Clerical  Misleading,    descriptive. 

Clerk  (Miscellaneous) 174  91 

Stenographer  and  Typist 41  12 

Bookkeeper 19  6 

Private  Secretary    3  1 

Other *. 14  6 

Professional  and  Scientific 201  53 

Inspectional 43  17 

Investigational  and  Examining 31  18 

Other  Services 160  64 

Titles  are  now  used  to  designate  employments  for  the  purpose 
of  civil  service  and  budget  control.  A  title,  as  construed  by 
law,  indicates  not  only  the  relative  rank  and  importance  of  an 
employe's  status,  but  also  the  scope  of  his  employment  and  con- 
stitutes the  restrictions  or  limitations  beyond  which  he  may 
refuse  to  work.  An  improper  title,  because  of  its  legal  as  well 
as  its  institutional  significance,  almost  invariably  spells  waste. 

The  following  cases  illustrate  the  type  of  misleading  and  fic- 
titious designations  which  are  to-day  prevalent  in  the  State  civil 
service. 

(a)  Laborer  at  $2  per  diem,  paid  for  366  days  in  the 
year,  representing  a  woman  who  is  engaged  in  "  sorting 
and  filing  mail  in  the  file  room,  etc."  (who  should  be  classi- 
fied as  a  jimior  clerk  at  $540  to  $780  per  annima)  ;  curiously 
enough,  a  recent  request  for  an  increase  in  the  rate  of  this 
employe  was  computed  on  the  basis  of  366  days,  at  50  cents 
a  day; 

1  See  Part  V  for  comparative  analysis  of  present  and  proposed  classification, 
showing  overpayment  and  underpayment  and  variety  or  titles. 


XVll 


(b)  Draftsman  at  $1,600  per  annum,  representing  an  em- 
ploye performing  routine  clerical  duties  (who  should  be  classi- 
fied as  derk  at  $840  to  $1,200  per  annum)  ; 

(c)  Assistant  engineer  at  $7  per  diem  (an  equivalent  of 
$2,100  per  annimi)  representing  an  employe  performing  some- 
what specialized  clerical  work  (who  should  be  classified  as 
senior  clerk  at  $1,320  to  $1,800  per  annum) ; 

(d)  Highway  inspector  at  $4.50  per  diem  (equivalent  to 
$1,400  per  annum)  engaged  in  simple  blue  printing  (who 
should  be  classified  as  a  laborer) ; 

(e)  Inspector  of  masonry  at  $5  per  diem  (equivalent  to 
$1,550  per  annum)  engaged  in  routine  testing  of  construc- 
tion material  (who  shoidd  be  classified  as  a  junior  physicist 
at  $1,080  to  $1,320  per  annum)  ; 

(f)  Inspector  of  masonry  at  $5  per  diem,  performing 
.routine  clerical  work  (who  should  be  classified  as  clerk  at 

$840  to  $1,200  per  annum) ; 

(g)  Assistant  to  deputy  at  $2,700  per  annum,  engaged  in 
simple  routine  clerical  work  (who  should  be  classified  as 
clerk  at  $840  to  $1,200  per  annum). 

The  following  illustrations  summarize  the  result  of  this  loose- 
ness of  practice : 

Employes  performing  miscellaneous  (aa  opposed  to  technical 
or  specialized)  clerical  work  of  a  standard  which  woidd  reason- 
ably warrant  compensation  of  from  $540  to  $780  per  annum, 
and  which  should  be  classified  under  one  standard  title,  are  now 
receiving  a  variety  of  salary  rates  from  $360  to  $1,500  per  an- 
num, under  30  different  titles,  some  of  which  are  as  misleading  as 
the  rates  of  compensation  are  unsound.^ 

Employes  performing  miscellaneous  clerical  work  of  the  next 
higher  grade  which  would  reasonably  warrant  an  annual  com- 
pensation of  from  $840  to  $1,200  per  annum,  and  which  should 
be  classified  under  one  standard  title,  are  now  receiving  a  variety 
of  salary  rates  from  $600  to  $2,700  per  annum,  under  98  titles.* 


1  See  Part  V  for  comparative  analysis  of  present  and  proposed  classifies. t ion, 
showing  overpayment  and  underpayment  and  variety  ot  titles. 
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Employes  performing  miscellaneous  clerical  work  of  the  next 
higher  grade,  which  would  reasonably  warrant  a  compensation  of 
from  $3,320  to  $1,800  per  annum,  and  which  should  be  classified 
under  one  standard  title,  are  now  receiving  from  $1,080  to  $3,500 
per  annum,  under  83  distinct  titles/ 

These  irregularities  of  title,  while  striking,  typify  the  present 
practice.  Like  the  irregularities  of  compensation  they  reflect  a 
disregard  of  efficient  methods  of  administration  and,  having  con- 
tinued over  a  period  of  years,  have  resulted  in  an  accumulation  of 
obsolete  practices.  In  this  connection,  attention  should  be  called 
to  the  difficulties  and  disadvantages  under  which  department 
heads  often  work.  They  are  frequently  so  absorbed  with  large 
administrative  policies  of  their  departments  that  they  have  little 
or  no  time  to  consider  details  of  personnel  adjustment.  They 
are  compelled  of  necessity  to  leave  many  of  these  problems  to 
subordinates  who,  in  turn,  have  grown  so  accustomed  to  estab- 
lished departmental  methods  and  traditions  that  they  seldom  in- 
itiate changes  to  meet  new  conditions  or  improve  departmental 
practice. 

3.  Inadequate    and   Inequitable    System    of   Advancement    and 
Promotion. 

The  failure  of  the  State  government  to  establish  a  sound  and 
equitable  system  of  advancements  and  promotions  has  produced 
conditions  unjust  to  the  employe  and  extremely  costly  to  the 
State.  Advancement  of  employes  has  been  influenced  in  no 
small  degree  by  accident  or  considerations  of  personal  preference. 
Too  little  premium  is  placed  upon  demonstrated  merit,  efficiency 
or  length  of  service.  Up  to  a  comparatively  recent  date  the  Civil 
Service  Conmiission  has  not  exercised  any  control  over  service 
records  or  ratings  and  the  departments,  with  one  or  two  excep- 
tions, have  done  nothing  to  introduce  this  important  factor  in  the 
regulation  of  the  personnel.  This  is  largely  due  to  the  fact  that 
the  present  law  does  not  require  the  keeping  of  such  records  or 
permit  the  Civil  Service  Commission  to  compel  it. 


1  See  Part  V  for  comparative  analysis  of  present  and  proposed  classification, 
showing  overpayment  and  underpayment  and  variety  of  titles. 
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The  weaknesses  of  the  promotional  system  as  applied  to  posi- 
tions under  civil  service  control  are  exhibited  in  the  following: 

First —  Promotion  is  permitted  under  the  present  civil  service 
law  from  one  salary  grade  to  another  salary  grade  without 
change  of  duties.  Employes  in  specific  posts  have,  with  little  or 
no  increase  in  responsibility,  been  indiscriminately  advanced 
again  and  again. 

Second. —  Increases  in  salaries  have  been  given  without  refer- 
ence to  relative  merit  or  length  of  service. 

Third. —  Promotions  have  been  administered  within  restricted 
and  narrow  limits,  largely  owing  to  the  restrictions  of  the  present 
law.  This  has  resulted  in  undesirable  discrimination  against  the 
employes  of  departments  where  the  routine  and  low  salaried  posi- 
tions are  concentrated.  For  example,  the  average  rapidity  of  ad- 
vancements for  employes  recruited  from  the  same  or  similar  eli- 
gible lists,  with  similar  qualifications,  and  performing  the  same 
kind  of  work,  differs  so  widely  in  the  several  departments  that, 
whereas  the  employes  of  some  departments  are  advanced  with  un- 
due rapidity  and  without  adequate  preliminary  training,  those  of 
other  departments  receive  wholly  inadequate  recognition. 

The  following  examples,  typifying  the  irregularities  which  have 
resulted  from  the  loose  provisions  of  the  law  and  practice  relating 
to  the  competitive  promotional  system,  are  particularly  illum- 
inating: 

Cijtse  Number  1. 

A  (age  39),  standing  5th  on  the  messenger  eligible  list, 
was  appointed  Messenger  at  $480,  and  in  a  period  of  eight  years 
was  advanced  to  $1,800,  his  promotions  having  been  as  follows: 

Appointed  December  1,  1904 $480 Messenger. 

Promoted  May  15,  1905 600 Messenger. 

Promoted  December  15,  1905 720 Clerk. 

Promoted  May  15,  1906 900 Clerk. 

Promoted  December  15,  1906 1,200 Clerk. 

Promoted  October  1,  1909 1,500 Clerk. 

Promoted  December  1,  1912 1,800 Clerk. 

A  is  now  performing  work  which  is  reasonably  worth  a  maxi- 
mum of  $1,200. 
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C'a6c  Siunber  2. 

B  (age  53)^  standing  12th  on  the  bookkeeper  eligible  list, 
was  appointed  Assistant  Bookkeeper  at  $720,  and  in  a  period 
of  three  years  was  advanced  to  $2,400,  his  promotions  having 
been  as  follows: 

Appointed  Aug.  10,  1910. .. .  $720. . . .  Assistant  Bookkeeper. 

Promoted    Feb.  10,  1911 900 Assistant  Bookkeeper. 

Aug.  10,  1911. . . .  1,200. . . .  Assistant  Bookkeeper. 

Feb.  10,  1912....  1,500....  Assistant  Bookkeeper. 

Aug.  10,  1912. .. .  1,800. . . .  Assistant  Bookkeeper. 

Feb.  10,  1913 2,100 Bookkeeper. 

Aug.  10,  1913 2,400 Bookkeeper. 


Promoted 
Promoted 
Promoted 
Promoted 
Promoted 


B  is  now  performing  work  which  is  reasonably  worth  a  maxi- 
mum  of  $1,800. 

('(tse  Number  3. 

C  (age  28),  standing  78th  on  the  messenger  eligible  list, 
was  appointed  Messenger  at  $480,  and  in  the  period  of  five 
years  was  advanced  to  $3,000,  his  promotions  having  been  as  fol- 
lows: 


Appointed,  March  11,  1910. 
Promoted,  Sept  21,  1910. . . 
Promoted,  April  1,  1911. ..  . 
Promoted,  October  1,  1911 .  . 
Promoted,  April  1,  1912. . . . 
Promoted,  October  1,  1912. . 
Promoted,  April  1,  1913. . .  . 
Promoted,  October  1,  1913. . 
Promoted,  July  1,  1914 .... 
Promoted,  July  1,  1915 


$480  ^lessenger 
600  Clerk 

720  Clerk  and  Asst.  l)e])uty 

900  Clerk  and  Asst.  Deputy 

1,200  Clerk  and  Asst.  Deputy 

1,500  Clerk  and  Asst.  Deputy 

1,800  Clerk  and  Asst.  Deputy 

2,100  Clerk  and  Asst.  Deputy 

2,400  Clerk  and  Asst.  Deputy 

3,000  Clerk  and  Asst.  Deputy 


C  is  now  performing  work  which  is  reasonably  worth  a  maxi- 
mum of  $1,680. 

Case  Number  4. 

D  (age  31),  standing  26th  on  the  stenographer  eligible  list, 
was   appointed   Stenographer   at   $600,    and   in   the  period   of 
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twelve  years  was  advanced  to  $2,700,  his  promotions  having  been 
as  follows : 

Appointed,  October  23,  1902 $600  Stenographer 

Promoted,  1904 720  Stenographer 

Transfer,  June  16,  1906 720  Stenographer 

Promoted,  December  16,  1906 900  Stenographer 

Promoted,  June  16,  1907 1,200  Stenographer 

Promoted,  December   15,    1907 1,500  Stenographer 

Promoted,  October  1,  1909 1,800  Stenographer 

Promoted,  October  1,  1911 2,100  Stenographer 

Promoted,  July  15,  1913 2,100  Asst.  Secv. 

Promoted,  October  1,  1913 2,400  Asst.  Secy. 

Promoted,  October  1,   1914 2,700  Asst.  Secy. 

Promoted,  December  1,  1915 2,700  Hearing  Sten. 

D  is  now  performing  work  which  is  reasonably  worth  a  maxi- 
mum of  $1,800. 

Perhaps  no  factor  has  done  as  much  to  lower  the  working  effi- 
ciency of  state  employes  as  the  haphazard  and  irregular  advance- 
ment and  promotion  system  which  has  given  too  little  recognition 
of  the  competent  and  too  much  protection  and  recognition  of  the 
incompetent.  The  present  Civil  Service  Commission  is  endeavor- 
ing to  correct  these  defects,  but  changes  in  the  law  are  necessary 
to  enable  it  to  accomplish  fully  the  desired  changes. 

4.  Unnecessary   Duplication  of   Work  —  Prevalence   of   Useless 
PosUions. 

Antiquated  forms  of  organization,  duplication  of  work  and 
unbusinesslike  methods  are  closelv  related  to  the  unstandardized 
system  of  employment  control.  Duplication  of  effort  extends  in 
all  directions  —  within  a  single  bureau  or  office,  between  units 
of  a  single  department,  and  between  different  departments.  Func- 
tions which  should  logically  repose  in  one  department  are  car- 
ried on  by  another  department-  or  distributed  over  several  units. 
So  marked  is  the  lost  motion,  and  so  extensive  the  duplication  of 
work  and  the  overlapping  of  duties  with  respect  to  similar  func- 
tions of  government  that  very  substantial  changes  effecting  con- 
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siderable  economies  may  be  made  in  some  departments  without 
change  of  law  or  disturbance  or  retardation  of  the  State's  business.^ 

A  separate  line  of  investigation  was  conducted  by  the  Com- 
mittee during  the  standardization  inquiry  to  point  out  concretely 
the  immediate  and  ultimate  savings  which  could  be  made  through 
reorganization  and  simplification  of  methods.  The  results  of 
these  investigations  have  been  presented  in  detailed  critical  re- 
ports prepared  by  the  examining  staff.  These  reports  are  being 
made  the  subject  of  conferences  with  the  departments  affected. 

These  investigations  reflect  a  possible  saving  in  salaries  and 
wages  of  $500,635  which  can  be  obtained  through  immediate  force 
reduction,  i.  e.,  which  would  not  involve  a  radical  reorganization  or 
disturbance  of  the  present  procedure.  They  also  show  wherein 
further  savings  of  $1,474,879  in  addition,  exclusive  of  the  fore- 
going item,  can  be  obtained  through  a  more  fundamental  reorgan- 
ization of  the  departmental  machinery  and  work  process. 

The  Committee  is  convinced  that  the  working  out  of  these  sav- 
ings by  simplification  of  organization  and  methods  will  not  impair 
or  retard  departmental  activities,  but  will,  on  the  other  hand, 
make  for  a  positive  improvement  of  work  methods. 

5.   Lack  of  Proper  Qtialifications  and  Preliminary  Training  of 
Employes. 

Many  State  employes  engaged  in  routine  investigative,  inspec- 
tional  and  clerical  work  are  unqualified  to  perform  properly  their 
regular  duties.  This  is  largely  due  to  a  lack  of  adequate  prelim- 
inary training.  Their  entrance  to  the  State  service  without  such 
training  is  explained  by  the  fact  that  some  of  them  were  subject 
to  no  examination  before  appointment  and  that  the  examination 
taken  by  others,  as  a  basis  for  appointment,  did  not  contain 
practical  tests  which  would  insure  ability  on  the  part  of  the  suc- 
cessful candidates  to  perform  the  specific  tasks  involved. 

At  the  present  time  the  State  is  employing  110  inspectors  who 
are  engaged  in  the  examination  and  inspection  of  employment  con- 
ditions in  factories  and  other  establishments  where  women  and 
children  work  in  large  numbers.  Such  work  requires  not  only 
a  clear  understanding  of  an  intricate  code  of  labor  regulations 


1  For  the  Committee's  policy  with  respect  to  abolishment,  see  p.    zzxvii. 
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but  also  a  practical  kuowledge  of  factory  couditiond,  meckaiiical 
equipment  aud  industrial  hygiene. 

These  employes  have  been  recruited  through  competitive  ex- 
aminations held  since  1911.  Assurance  that  candidates  for  these 
positions  possess  the  requisite  qualifications  could  be  had  only  by 
ezaoting  definite  preliminary  experience  and  training  aa  a  condi- 
tion for  entering  these  examinations. 

An  analysis  of  the  civil  service  records  of  these  110  factory 
inspectors  shows  that  only  54  were  engaged  in  work  which  would 
afford  familiarity  with  the  operation  of  machinery,  safety  devices, 
or  methods  of  building  construction.  Two  inspectors  had  been  in 
occupations  that  would  give  them  some  special  qualifications  for 
factory  inspection:  one  a  physician;  the  other  formerly  an 
agent  of  the  United  States  Department  of  Commerce  and  Labor. 
The  other  54,  or  almost  one-half  of  the  entire  number, 
had  apparently  no  experience  or  training  to  qualify  them  tx> 
meet  the  difficult  technical  problems  that  constantly  confront  a 
factory  inspector.  The  following  are  some  of  the  "  previous 
occupations  "  of  these  fifty-four : 

Clerks 13  Painters  and  paper  hangers  2 

Teadiers 4  Merchants 2 

Stenographers 4  Letter-carriers 2 

Salesmen 3  Investigators 2 

and  one  in  each  of  the  following  occupations: 
Manager,  sewing  machine  agency. 
Accoimtant. 
Auditor. 
Lawyer. 

Correspondent    (in  foreign  language  h 
Solderer. 
Shoemaker. 
Undertaker. 

Inspector  of  Public  Improvements. 
Pharmacist. 
Matron  of  a  jail. 

Manager  of  motion  picture  theatre. 
Collar  examiner. 
Sample  shirt-waist  worker. 
Shoe-fitter. 
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One  was  "  unemployed  ^'  aud  another  gave  his  occupation  before 
becoming  a  factory  inspector  as  "  none."  Three  stated  that  they 
had  previously  been  "managers"  but  did  not  state  what  they 
managed. 

The  present  Civil  Service  Conunission  is  now  conducting 
another  examination  for  factory  inspector,  and  is  requiring  of 
all  candidates  —  as  a  basis  of  admission  to  the  examination  —  at 
least  five  years  of  experience  in  factory  or  construction  work, 

6.    Exempt  Positions  —  Need  for  More  Permanence  of  Tenure 
in  Important  Posts. 

At  the  present  time  1,616  positions  within  the  so-called  classified 
service  of  the  State  administrative  departments  and  other  offices 
are  filled  without  examination  or  other  competitive  civil  service 
requirements.  They  are  termed  "exempt  positions."  Many  of 
these  are  positions  of  responsibility  requiring  such  technique  and 
training  that  the  highest  degree  of  efficiency  is  secured  only  where 
the  incumbents  have  had  appropriate  training  before  appoint- 
ment and  are  assured  permanence  of  tenure  after  appointment 
to  the  service.  Appointment  without  competition  does  not  neces- 
sarily prevent  the  selection  of  competent  employes.  It  has  in 
fact  in  many  instances  secured  well  qualified  persons  for  the 
State  service.  But  it  does  not  insure  the  selection  of  competent 
employes  and  almost  invariably  leads  to  retirement  by  reason  of 
change  of  administration  or  other  incident  before  the  best  results 
are  obtained.  This  is  responsible  for  needlessly  recurring  waste 
in  the  management  of  the  State's  business. 

The  Committee  recognizes  that  department  heads  and  other 
policy-determining  officials  must  have  deputies  and  confidential 
secretaries  in  complete  harmony  with  them  and  their  policies. 
Such  persons  cannot  be  selected  through  examination  or  other 
devices  which  restrict  the  responsible  official  in  making  a  per- 
sonal selection.  The  soundness  of  this  principle  has  been  recog- 
nized bv  the  constitution  and  statutes. 

The  Constitution  provides^  that  "  appointments  and  promotions 
*  *  *  shall  be  made  according  to  merit  and  fitness  to  be  ascer- 
tained, so  far  as  practicable,  by  examinations,  which,  so  far  as 


1  Art.  5,  Sec.  9. 
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practicable^  shall  be  competitiva"  The  present  classitication  of 
the  State  service,  which  is  intended  to  enforce  this  constitutional 
requirement^  contains  many  inconsistencies.  The  same  positions, 
such  as  stenographer  and  chief  clerk,  are  differently  treated; 
being  exempt  from  competition  in  some  departments  and  subject 
to  competition  in  others.  A  proper  observance  of  the  constitu- 
tional and  statutory  provisions  requires  that  those  positions  for 
which  competition  is  admittedly  practicable  be  reclassified  and 
placed  in  the  ^'  competitive ''  class.  This  would  secure,  among 
other  things,  permanence  of  tenure  and  thus  improve  the  trans< 
action  of  the  State's  business. 

7.   Lack  of  Standards  to  Control  Output  of  Employes. 

The  administrative  heads  of  some  departments  have  taken 
steps  towards  regulating  the  output  and  efficiency  of  indi- 
vidual employes.  For  the  most  part,  however,  individual 
efficiency  has  not  been  properly  developed  through  systematic 
supervision  and  control.  It  is  found  that  officials  responsible  for 
the  work  of  a  division,  section  or  office  rely  too  much  on  in- 
definite impressions  as  to  whether  or  not  an  employe's  work 
is  satisfactory  and  do  very  little  to  develop  the  individual  work- 
men to  the  maximum  of  their  capacity.  The  Committee  believes 
that  the  individual  performance  of  employes  (especially  those 
in  the  clerical  and  inspectional  service)  does  not  exceed  6(3% 
per  cent  of  the  standards,  either  in  volume  or  quality  of  work, 
which  would  be  exacted  of  them  by  private  employers.  The  ex- 
perience of  the  Secretary  of  State  in  the  one  year  of  his  adminis- 
tration in  increasing  the  former  output  of  a  corps  of  fifteen  clerks 
and  stenc^aphers  by  75  per  cent.,  with  a  higher  degree  of  accu- 
racy, through  the  installation  of  minimum  work  standards  reflects 
the  opportunity  for  saving  which  is  very  general. 

8.    Loch  of  Esprit  de  Corps  —  Deadening  Influence  of  Service 
under  Present  Conditions, 

The  conditions  of  employment  control,  as  above  characterized, 
coupled  with  a  long  standing  disregard  of  and  lack  of 
sympathy  with  the  ideals  of  the  competitive  civil  service 
have   led   to  general   indifference   on   the   part   of  the   officials 
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and  employes  to  the  claims  for  efRcient  service.  This  indif- 
ference has  augmented  the  waste  and  inefficiency  which  inhere 
in  the  weakness  or  defects  of  the  machinery  of  the  govern- 
ment on  the  one  hand,  and  the  lack  of  individual  equipment  and 
training  of  employes  on  the  other.  It  is  difficult  to  conceive  of 
a  more  important  task  confronting  the  Legislature,  the  respective 
executives,  and  in  turn  the  press  and  public  generally,  than  that 
of  inculcating  within  the  public  service  the  same  spirit  of  enter- 
prise and  individual  loyalty  which  has  placed  private  business 
on  an  economical  and  efficient  basis.  The  regulations  and  customs 
governing  the  present  departmental  procedure  are  productive  of 
waste.  Until  these  conditions  are  changed,  the  Conmiittee  believes 
that  satisfactory  results  will  not  be  obtained.  It  is  felt,  however, 
that  coincident  with  such  reorganization,  a  campaign  should  be 
organized  within  the  State  service,  as  well  as  without,  which 
through  discussion  and  instruction,  welfare  and  recreational  ac- 
tivities, would  develop  an  esprit  de  corps  resulting  in  an  insistent 
desire  on  the  part  of  each  civil  servant  to  give  adequate  return  for 
the  compensation  which  he  receives  from  the  State. 

9.   Present  System  of  Civil  Service  Control. 

The  history  of  civil  service  legislation  and  its  enforcement  in 
the  last  thirty  years  in  the  State  of  New  York  shows  how  far  the 
State  has  failed  to  realize  the  ideals  of  civil  service  administra- 
tion. During  this  period  continuous  pressure  from  the  outside 
to  confer  favors  has  operated  as  the  motive  for  establishing  many 
unnecessary  positions  and  creating  fictitious  or  excessive  salary 
rates.  To  cotmteract  this,  other  forces  have  sought  to  impose 
with  respect  to  the  several  branches  of  the  civil  service  restriction 
after  restriction  which  were  primarily  designed  to  prevent  mal- 
practice and  removals  rather  than  to  insure  efficient  service.  This 
has  led  to  an  accumulation  of  arbitrary  limitations  and  restric- 
tions in  the  civil  service  law  and  practice  which  has  made  ad- 
ministration irksome  to  the  competent  official,  has  furnished  ex- 
cuse for  failure  to  the  incompetent,  and  has  led  to  discrimination 
and  inequality  where  uniformity  of  treatment  is  imperative. 

Promotion  is  still  largely  secured  by  accident  or  personal 
preference.      Standards  governing  the  amount,  kind  or  quality 
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of  personal  service  to  be  rendered  by  State  employes  have  not  been 
established.  The  welfare  of  an  employe  after  he  has  obtained 
an  appointment  is  not  considered  from  the  viewpoint  of  intelligent 
public  service.  As  a  result,  an  utter  lack  of  what  might  be  termed 
esprit  de  corps  is  noticeable  in  the  State  government. 

The  State  of  New  York  needs  a  constructive  employment  pro- 
gram for  its  governmental  agencies  which  looks  toward  the  estab- 
lishmoit  of  a  permanent  expert  personnel.  This  means  a'  funda- 
mental reorganization  of  the  present  practice.  The  outline  of  such 
reorganization  is  the  purpose  of  this  report. 
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II.     CONSTRUCTIVE  PROGRAM  —  SUMMARY  OF  RECOMMENDATIONS 

The  recommendations  and  findings  of  the  Senate  Committee 
on  Civil  Service  may  be  grouped  under  the  following  headings : 

1.  Recommendations  as  to  the  Modification  of  the  Civil  Service  Law 
so  as  to  Include  Basic  Standards  Governing  Personal  Service: 

(a)  Content  and  Scope  of  Suggested  Code  of  "  Specifications  of  Per- 
sonal Service/' 

(b)  Approval  of  Proposed  Standards  by  Official  and  Non-official 
Agencies. 

(c)  Proposed  Regulations  Based  on  Work  Standards  to  Supersede 
Present  Arbitrary  Salary  Grades. 

(d)  Proposed  Regulations  to  Govern  Salary  Increments. 

(e)  Proposed  Regulations  to  Correct  Present  Arbitrary  Promotional 
Practice. 

(f)  Proposed  Standards  to  Effect  Definite  Savings  to  the  State. 

(g)  Proposed  Standards  to  Effect  Definite  Benefits  to  Bmplojres. 
(h)  Proposed  Schedules  to  Supersede  Titles  and  Salary  Rates  of 

Statutory  Positions  Other  Than  the  Administrative  Posts. 

2.  Recommendations  as  to  the  Manner  and  Methods  of  Appl3ring  Such 
Basic  Standards  to  the  Existing  Civil  Service. 

3.  Recommendations  as  to  Additional  Legislative  and  Administrative 
Machinery  for  Purposes  of  Civil  Service  Control: 

(a)  Establishment  of  Joint  Legislative  Committee  on  Civil  Service. 

(b)  Establishment  of  Division  of  Service  Records  and  Standards. 

4.  Recommendations  as  to  Changes  in  the  Practice  and  Procedure  of  the 

Civil  Service  Commission. 

1.  Recommendations  as  to  the  Modification  of  the  Civil  Service 
Law  so  as  to  Include  Basi€  Standards  Governing  Personal 
Service. 

The  first  step  in  the  improvement  of  existing  irregularities  in  the 
civil  service  is  the  adoption  bv  the  Legislature  of  basic  standards 
to  be  applied  by  the  administrative  agencies  (acting  through  the 
Civil  Service  Commission),  in  recruiting  employes  and  regulating 
the  conditions  of  employment,  insuring  on  the  one  hand  adequate 
returns  to  the  State  for  its  expenditures  for  salaries  and  wages, 
and  uniformity  of  compensation  and  opportunity  for  advancement 
to  the  employes  on  the  other  hand. 

A  complete  and  comprehensive  code  of  such  basic  standards  — 
the  primary  result  of  the  Committee's  investigation  —  is  here- 
» with  submitted  as  Part  TTT  of  this  report  under  the  title  '*  Specifi- 
fttions  of  Personal  Service." 


(a)  Content  and  Scope  of  Suggested  Code  of  "  Specificor 

tions  of  Personal  Service," 

This  code  includes  157  distinct  schedules  governing  a  cor- 
responding number  of  distinctive  lines  of  work  conducted 
by  the  State  govenunent.  Each  schedule  prescribes  the  basic 
conditions  governing  the  appointment,  promotion  and  com- 
pensation of  the  employes  engaged  in  the  line  of  work  specified. 
These  schedules  contemplate  the  introduction  for  each  line  of 
work  of: 

Standard  titles. 

Standard  work  requirements  and  duties. 
Standard  minimum  qualifications   for   appointment,   ad- 
vancement and  promotion. 
Standard  rates  of  compensation. 

It  is  recommended  that  this  code  of  specifications,  with  sup- 
porting regulations,  be  incorporated  into  the  Civil  Service  Law 
of  the  State  of  New  York. 

(b)  Approval  of  Proposed  Standards  bij  Official  and  Non- 

Official  Agencies, 

The  methods  of  investigation  have  enlisted  the  co-operative  ef- 
fort of  the  Civil  Service  Commission,  departments,  and  other 
oflSicial  agencies  of  the  State  government  who  are  informed  as  to 
^nployment  conditions,  as  well  as  private  corporations,  employes' 
associations  and  other  non-official  agencies  which  are  interested 
in,  affected  by  or  able  to  advise  with  respect  to,  the  employment 
problem. 

Practically  all  of  these  agencies,  which  have  been  consulted, 
have  unqualifiedly  approved  the  proposed  program  in  all  or  most 
of  its  detail.     Notably  among  these  are  the  following: 

State  Civil  Service  Commission. 
Administrative  departments  of  the  State  government. 
Independent  civic  agencies,  such  as  the  Civil  Service  Re- 
form Association,  Chambers  of  Commerce,  etc. 
Private  corporations  throughout  the  State. 
Employes'  associations. 
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(c)  Proposed  Regulations,  Based  on  Work  Standards,  to 
Supersede  Present  Arbitrary  Salary  Orades. 

Under  existing  law,  positions  in  the  clerical  and  other  serv- 
ices are  classified  and  gi'aded  according  to  compensation  — 
twelve  grades  being  defined  for  this  purpose.  The  first  grade 
covers  positions  below  $300  per  annum,  the  twelfth  grade  in- 
cluding positions  over  $3,000  per  annum. 

At  the  present  time  there  are  'approximately  71  distinct 
rates  in  the  clerical  service  alone  which  fall  within  these  arbitrary 
grades,  the  range  being  from  $240  to  $5000  per  annum. 

This  system  of  salary  grading  does  not  relate  compensation  to 
the  value  of  the  work  performed;  it  fails  to  differentiate  one 
class  of  employment  from  another;  and  does  not  recognize,  for 
promotional  purposes,  the  natural  divisions  or  grades  of  each  line 
of  employment.  Because  of  the  arbitrary  character  of  the  present 
gradation,  the  system  of  administering  promotions  has  been 
equally  unscientific  and  arbitrary,  permitting  advancement  from 
grade  to  grade  without  increase  of  responsibility  or  change  of 
duties.  This  has  defeated  one  of  the  fundamental  purposes  of 
promotional  control,  namely,  to  restrict  increases  in  salaries  be- 
yond certain  limits,  except  where  change  of  duties,  and  the  shift- 
ing of  the  personnel  through  competitive  promotional  examina- 
tions are  involved. 

The  proposed  classification  sets  up  natural  sal>»ry  grades  which 
are  related  to  definite  standards  of  work.  This  aflfords  not  only 
a  basis  for  standardizing  compensation  in  relation  to  the  value  of 
work  rendered  but  also  a  basis  for  proper  promotional  control 
which  will  recognize  the  principle  of  competitive  examination. 

Under  the  proposed  classification,  approximately  four  grades 
based  upon  duties  and  responsibilities  are  established  for  each 
distinctive  line  of  employment  or  group  within  the  clerical  service, 
there  being  an  average  of  but  6  standard  salary  rates  to  each  grade. 

By  reason  of  the  fact  that  the  grades  of  the  several  groups  of 
the  clerical  service  run  parallel,  it  is  found  that  there  are  but  36 
individual  salary  rates  within  the  clerical  service  under  the  pro- 
posed classification  as  opposed  to  71  distinct  rates  for  the  same 
service  under  the  present  practice. 


(d)  Proposed  Regulations  to  Ooveni  Salary  Increments, 

Heretofore  increases  have  borne  little  or  no  relation  to  salaries 
paid  Clerks,  for  example,  receiving  $900  are  usually  advanced 
to  $1,300,  an  increase  of  $300,  without  a  corresponding  change 
of  duties.  Superintendents  of  our  hospitals,  receiving  from 
$3,500  to  $6,000,  uniformly  receive  an  annual  increase  of  but 
$100.  Other  variations  as  inconsistent  and  illogical  permeate  the 
service. 

The  Committee  has  taken  the  position  that  the  amount  of  in- 
creases should  bear  a  direct  relation  to  salaries  paid  and  should 
be  consistently  governed  by  a  uniform  standard  schedule.  In 
line  with  this  policy  and  after  thorough  investigation  as  to  the 
best  practice  which  obtains  in  other  public  or  in  private  employ- 
ment, the  following  schedule  of  salary  increments  has  been 
adopted  in  the  standard  specifications:^ 

For  salary  ranges  of  from  $360  to  $1,200,  annual  incre- 
ments of  $60  are  designated. 

For  salary  ranges  of  from  $1,200  to  $1,800,  annual  incre- 
ments of  $120  are  designated. 

For  salary  ranges  of  from  $1,800  to  $2,400,  annual  incre- 
ments of  $180  are  designated. 

For  salary  ranges  of  from  $2,400  to  $3,300,  annual  incre- 
ments of  $240  are  designated. 

For  salary  ranges  of  from  $3,300  up,  annual  increments 
of  $300  are  designated. 

(e)  Proposed  RegyJations  to  Correct  Present  Arbitrary 

Promotional  Practice, 

The  system  of  administering  promotions  which  has  prevailed 
in  the  past  has  been  arbitrary  and  wasteful  in  the  following 
respects: 

First. —  It  has  encouraged  and  facilitated  wide  increases  in 
salary  without  change  of  duties  or  definite  increase  of  responsi- 
bility, thus  making  for  an  undue  and  abnormal  increase  in  the 
cost  of  each  grade  of  work. 


1  Owing  to  certain  employment  conditions  which  are  peculiar  to  institutions, 
this  flchedule  has  not  l>een  followed  in  every  grade  of  the  Institutional  Service. 
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Second. —  Because  of  the  narrow  limits  within  which  it  has 
been  applied^  it  has  restricted  opportunity  of  competition  so  as 
largely  to  ignore  the  competitive  principle  in  the  making  of  pro- 
motions. Injustice  and  discrimination  have  resulted,  which  ex- 
plain the  unfortunate  attitude  to-day  expressed  in  the  depart- 
ments toward  the  system  of  civil  service  control. 

Third. —  Although  the  present  system  permits  (and  has  en- 
couraged) wide  increases  of  salary  without  change  of  duties,  it 
furnishes  no  positive  assurance  of  any  increase  to  an  employe 
while  engaged  in  a  single  grade  of  work,  despite  the  fact  that 
within  limits  he  becomes  increasingly  efficient  with  length  of 
service. 

The  proposed  r^ulations  will  lay  the  basis  for  correcting  these 
fundamental  weaknesses  by: 

First. — Establishing  definite  salary  grades  with  related  work 
standards,  under  an  arrangement  where  advancement  from  one 
grade  to  the  next  higher  grade  will  necessarily  involve  a  change 
of  duties  and  competitive  examination,  and  will  be  possible  only 
where  an  opportunity  for  such  advancement  is  made  by  a 
vacancy  of  an  existing  position  or  the  creation  of  a  new  position. 

Second. —  Applying  such  standards  as  far  as  practicable  to  the 
entire  State  service,  thus  widening  the  area  of  competition  so 
i\s  to  include  all  bureaus  and  offices  (irrespective  of  their  loca- 
tion) where  persons  with  requisite  qualifications  are  employed. 

Third. — Establishing  for  each  grade  a  range  of  compensation 
enabling  a  person  without  change  of  duties  to  receive  salary  in- 
creases commensurate  with  the  extent  to  which  he  increases  his 
value  through  individual  merit  and  seniority  of  service. 

(/)  Proposed  Standards  to  Effect  Defijiite  Savings  to  the 
State, 

The  proposed  standards  will  effect  very  substantial  savings  in 
all  Services,  except  the  Institutional  Service,  and  at  the  same 
time  will  establish  an  adequate  and  equitable  system  of  advance- 
ment. 

As  already  shown,  the  extent  of  overpayment  amounts  to 
$380,082.^ 


1  See  page  xiv. 
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The  Statistical  Bureau  of  the  Department  of  Labor^  made  an 
exhaustive  statistical  analysis  of  the  annual  cost  of  the  proposed 
schedules  of  the  Clerical  Service,  v^hich  at  the  present  time  rep- 
resents an  annual  expenditure  of  $2,024,089.  This  analysis  shows 
that  the  cost  for  the  Clerical  Service  will  progressively  decrease, 
as  a  result  of  the  proposed  plan,  during  the  next  five  years,  the 
saving  over  existing  schedules  for  the  year  1921  being  estimated 
at  $463,328.' 

This  estimate  is  confirmed  l)y  supplementary  and  independent 
analysis  made  by  the  examining  staff  of  the  Senate  Committee 
on  Civil  Servica 

Progressively  increasing  savings  will  accrue  from  the  proposed 
standards  for  the  other  services,  with  the  exception  of  the  Institu- 
tional Service.'  It  is  estimated  that  an  additional  annual  saving 
of  $300,000  over  present  schedules  in  other  services  will  result 
from  the  application  of  the  proposed  schedules  at  the  end  of  the 
five-year  period.  This  will  effect  a  total  reduction  in  the  annual 
pa\Toll  cost  of  approximately  $765,000. 

(g)  Proposed  Standards  to  Effect  Definite  Benefits  to  Em- 
ployes. 

Despite  the  fact  that  savings  will  accrue  to  the  State,  the  pro- 
posed standards  will  confer  definite  benefits  upon  the  employe, 
opening  to  him  greater  opportunity  to  work  out  a  career  on 
the  basis  of  individual  merit;  for  the  savings  to  the  State  will 
accrue  from  the  elimination  of  fictitious  rates  of  pay  and  the  ir- 
regular conditions  of  employment  which  are  harmful  and  adverse 
to  the  interests  of  the  rank  and  file  of  the  service. 

(h)  Proposed  Schedules  to  Supersede  Titles  and  Salary 
Rates  of  Statutory  Positions  Other  than  the  Ad- 
ministrOftive  Posts. 

• 

In  addition  to  the  executive  positions  (so-called  department 
heads),  a  large  number  of  miscellaneous  positions,  clerical,  inspec- 

1  Acknowledgment  is  made  to  the  Department  of  Labor  for  this  very  valu- 
able contribution  to  the  work  of  the  Committee,  which  was  performed  largely 
out  of  office  hours  by  Leonard  W.  Hatch,  Chief  Statistician,  and  his  assist- 
ants. Acknowledgment  is  also  made  of  the  assistance  rendered  by  the  Legis- 
lative Reference  Librarian  of  the  State  Library  in  the  preparation  of  a 
comparative  analysis  of  Civil  Service  legislation.' 

2  This  does  not  include  savings  from  reorganization  of  machinery  or  methods 
of  administration. 

t  This  service  will  cost  approximately  $30,000  additional  annually. 
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tioual,  and  others,  are  specifically  defined  and  provided  for  by 
law. 

These  positions,  which  do  not  differ  from  other  authorized  em- 
ployments of  the  State  government,  except  that  often  largely 
through  accident  they  are  specifically  referred  to  in  the  statutes, 
are  embraced  within  the  general  plan  of  employment  control  pro- 
vided for  in  the  proposed  code  of  regulations.  The  result  will  be  not 
only  to  correct  the  irr^ularities  which  exist  in  statutory  positions 
to  the  same  extent  as  in  non-statutory  positions,  but  also  to  make 
for  a  freedom  of  controlling  the  incumbents  of  these  posts  which 
does  not  exist  under  the  existing  somewhat  narrow  and  inelastic 
provision. 

It  is,  therefore^  recommended  that  the  non-policy  determining 
statutory  positions  be  brought  under  the  proposed  specifications 
of  personal  service  by  appropriate  legislation  repealing  provisions 
inconsistent  therewith. 

2.  Recommendations  as  to  the  Manner  and  Methods  of  Applying 

Such  Basic  Standards  to  the  Existing  Cvvil  Service. 

The  policy  of  the  Committee  as  to  the  manner  and  methods  of 
applying  these  specifications  to  existing  employments  is  outlined 
on  pages  xxxvii-xl.  This  policy  is  intended  to  furnish  ade- 
quate protection  to  present  employes  and  to  create  as  little  disr 
turbance  as  possible  during  the  process  of  readjustment. 

Further  recommendations  looking  toward  the  reinstatement  of 
employes  whose  positions  are  abolished,  and  other  protection  to 
employes  affected  by  the  application  of  the  proposed  standards 
are  outlined  in  Part  II. 

3.  Recommendations  as  to  Additional  Legislative  and  Adminis- 

trative Machinery  for  Purposes  of  Civil  Service  Control. 

(a)  Establishment  of  Joint  Legislative  Committee  on 
Civil  Service, 
In  order  to  review  the  operation  of  the  proposed  schedules  gov- 
erning compensation  and  to  advise  the  Legislature  with  respect  to 
other  employment  problems,  it  is  recommended  that  a  joint  com- 
mittee of  the  Senate  and  the  Assembly  be  established  to  complete 
the  standardization  inquiry,  assist  in  the  installation  of  the  pro- 
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posed  standards,  conduct  such  additional  iuvestigations  as  are 
necessary  with  respect  to  personnel  problems  and  to  report  to  the 
next  Legislature. 

The  Sage-Maier  bill,  introduced  March  G,  1916,  provides  for 
a  permanent  force  to  investigate  and  report  upon  budget  matters. 
The  application  of  the  proposed  standard  rates  would  logically 
be  referred  to  this  agency.  If  this  l^slation  is  enacted,  as  is 
desirable,  the  investigative  and  advisory  work  of  the  proposed 
Joint  Committee  on  Civil  Service  would  be  limited  to  cooperation 
with  the  budget  agency  and  to  the  purely  Civil  Service  features 
of  the  standardization  program  relating  to  entrance,  advancement, 
the  application  of  service  records,  transfers,  vacancies,  and  other 
related  problems. 

(6)   Establishment  of  Division  of  Service  Records  and 
Stamdards. 

No  administrative  agency  now  exists,  under  the  law,  to  enforce 
the  basic  standards  governing  rates  of  pay.  Eventually,  these 
functions  should  be  delegated  to  the  Civil  Service  Commission  in 
order  that  responsibility  therefor  may  be  concentrated  in  a  single 
agency  so  constituted  as  properly  to  represent  the  managerial  in- 
terests of  the  State  government  on  the  one  hand,  and  the  welfare 
of  the  employes  on  the  other.  The  Civil  Service  Commission 
should,  threfore,  be  equipped  to  take  over  these  additional  func- 
tions under  proper  regulations;  and  it  is  recommended  that  a 
Division  of  Service  Kecords  and  Standards  be  created  within  the 
Conmiission  charged  with  the  following  functions : 

First. —  Grouping  and  assignment  of  positions  according 
to  standards  adopted  by  the  Legislature. 

Second. —  The  installation  of  service  records  and  the  en- 
forcement of  rules  and  regulations  of  the  Civil  Service  Com- 
mission governing  same. 

Third- —  Formulation  and  submission  to  the  Civil  Service 
Commission  of  suggested  rules  and  regulations,  consistent 
with  the  adopted  standards,  governing  appointments,  promo- 
tions, transfers,  reinstatements,  and  other  related  problems. 

Fourth. —  Investigation  of  requests  for  new  positions  for 
ihe  purpose  of  report  by  the  Commission  to  the  Legislature. 
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4.  Recommendations  as  to  Changes  in  the  Practice  and  Procedure 
of  the  Civil  Service  Commission, 

A  second  report  to  be  submitted  by  the  Committee  to  the  Legis- 
lature will  contain  a  detailed  consideration  with  constructive  pro- 
posals of  the  following  subjects: 

First. —  Conditions  surrounding  appointment  of  employes 
with  particular  reference  to 

(1)  Standards  of  examinations. 

(2)  Use  of  experience  factor  and  methods  of  rating. 
(;^)   Method  of  administering  original  eligibility. 

Second.— Conditions  surrounding  advancement  and  pro- 
motion, with  particular  reference  to 

(1)  Adequacy  of  standards. 

(2)  Use  of  service  records  and  ratings. 

(3)  Recognition  of  seniority  of  servioa 

(4)  Methods  of  rating  examinations. 

(5)  Method  of  administering  promotional  eligible  lists. 


m.    POLICY  OF  THB  COMMITTEE  WITH  RESPECT  TO  READJUSTMENT 

AND  CLASSIFICATION. 

The  following  statement  is  made  of  the  policy  of  the  iSenate 
Committee  on  Civil  Service  with  respect  to  the  manner  and 
method  of  applying  its  proposed  standards  to  the  salaries  and 
tenure  of  office  of  the  present  employes  of  the  State  government : 

1.   Oeneral  Observation. 

Standardization  of  public  employments^  as  outlined  herein,  re- 
lates to  one  important  question  of  management:  namely,  stand- 
ards of  pay  and  work  requirements  which  are  to  govern  employ- 
ments, and  standards  of  training,  experience  and  ability  which  are 
to  govern  the  recruiting  of  persons  for  such  employments. 

The  determination  of  what  work  is  to  be  done  aud  what  per- 
sonnel will  be  required  in  each  of  the  departments  for  its  opera- 
tion are  two  distinct  problems  of  management  which  are  but  in- 
directly related  to  the  standardization  of  conditions  governing  tiiie 
employments. 

For  this  reason,  the  specifications,  as  proposed  for  incorpora- 
tion into  the  Civil  Service  Law,  will  not,  and  should  not,  apply 
to  the  existing  employes. 

It  is  recognized,  however,  that  the  materials  developed  in  the 
standardization  study  are  valuable  in  the  determination  of  what 
work  should  be  done  and  what  personnel  should  be  assigned  for 
that  purpose.  Furthermore,  it  is  recognized  that  the  legis- 
lature, in  co-operation  with  the  administrative  agencies,  should 
take  steps  to  apply  the  proposed  standards  to  the  existing  service 
and  to  readjust  existing  conditions  relating  thereto  as  far  as  the 
demands  of  the  service  and  fair  consideration  of  the  employes  will 
warrant. 

2.  Abolishment  of  Unnecessary  Positions. 

During  the  standardization  inquiry,  the  examining  staff  of  the 
Comjnittee  have  inquired  into  and  reported  upon  the  organization 


land  procedure  of  the  several  departments,  bureaus  and  offices. 
These  reports,  which  are  now  being  made  the  subject  of  conference 
with  the  officials  of  departments  affected,  reflect  a  possible  saving 
of  $500,635  through  force  reduction  which  will  not  work  funda- 
mental or  radical  reorganization. 

The  Oommittee  has  deemed  the  preparation  of  standards  to 
govern  personal  service  the  most  important  part  of  its  program. 
It  has  therefore  concentrated  its  effort  upon  this  work  in  order 
to  complete  a  comprehensive  code  of  speciflcations  in  time  for 
action  at  this  session  of  the  L^slature.  The  completion  of  this 
code  has  involved  the  collection,  analysis  and  interpretation  of 
such  a  mass  of  information  as  to  prevent  final  action  by  the 
Committee  upon  the  recommendations  of  the  examining  staff 
respecting  reorganizations  and  force  reductions  in  the  various 
branches  of  the  State  government 

Conferences  with  department  heads  have  already  led  to  agree- 
ment on  savings  which  will  result  in  a  substantial  reduction  in 
the  appropriation  bill  for  the  ensuing  fiscal  year.  Other  recom- 
mendations of  the  Committee's  staff  on  reorganization  and  force 
reduction  are  being  submitted  informally  to  the  finance  commit- 
tees of  the  L^islature.  The  Senate  Committee  on  Civil  Service 
realizes  that,  as  the  present  session  of  the  Legislature  is  drawing 
to  a  dose,  the  extent  to  which  these  recommendations  can  be  in- 
corporated into  the  next  appropriation  bill  will  be  limited  by 
the  determination  of  the  finance  committees  as  to  the  need  for 
further  investigation  and  the  opportunity  therefor. 

The  estimated  saving  of  $500,635,  above  recited,  it  should 
be  noted,  is  but  a  part  of  a  larger  saving  of  $1,975,514  which  the 
Committee  believes  is  possible  through  more  complete  reorganiza- 
tion and  simplification  of  methods  which  will  require  a  gradual 
process  of  readjustment  These  further  economies  for  succeeding 
years  can  be  effected  by  reducing,  if  not  eliminating,  the  abnormal 
increase  in  the  cost  of  personal  servica  This  has  been  a  substan- 
tial factor  in  the  increased  cost  of  government 

The  average  annual  increase  in  the  cost  of  government,  for 
personal  service,  for  the  last  four  years  — 1911  to  1915  —  has 
been  $1,672,802.  The  present  overload  or  dead  weight  indi- 
cates that  about  50  per  cent  of  this  annual  increase  was  imnecesr 
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sary.  This  Committee  believes  that  any  increase  in  personal 
service  from  year  to  year  (by  reason  of  the  natural  expansion  of 
State  activities)  can  be  eliminated  during  each  of  the  next  four 
years  through  economies  and  increased  efficiency  and  output  of 
the  existing  service,  if  the  responsible  administrative  officials 
will  commit  themselves  to  a  definite  and  consistent  program  of 
simplifying  the  departmental  routine  as  the  opportunity  arises. 

3.  Overpaid  Employes. 

The  standardization  program^  it  should  be  recognized,  is  quite 
as  much  for  the  protection  of  the  personnel  as  for  the  protection 
of  the  State.  For  this  and  other  reasons,  the  Committee  is  op- 
posed to  drastic  action  in  making  salary  readjustment  which  would 
adversely  affect  employes  who  have  been  efficient  If  the 
irregularities  existing  in  the  State  govenmient  today  were  less 
flagrant,  it  would  recommend  that  correct  standards  be  introduced 
by  a  process  of  gradual  readjustment  and  reassignment  as  new 
and  more  important  work  developed  and  positions,  the  incumbents 
of  which  are  overpaid,  become  vacant  through  retirement,  dis- 
missal or  death  of  such  incumbents. 

The  present  waste,  however,  represents  too  substantial  an  ele- 
ment in  the  cost  of  government  to  warrant  such  a  policy.  The 
Committee,  therefore,  recommends  that  immediate  steps  be  taken 
toward  reorganization  under  an  arrangement  which  will  extend 
a  substantial  and  uniform  protection  to  employes  who  are  now 
overpaid  and  who  will  continue  to  be  overpaid  under  existing 
departmental  conditions,  and  that  all  excess  over  and  above  such 
element  of  protection  should  be  eliminated. 

The  Committee's  recommendations  as  to  salary  readjustments 
are  as  follows: 

First. —  Overpaid  employes  now  receiving  $960  or  less  per 
WMmm,  who  have  a  record  of  efficient  service,  shall  not  he  reduced 
in  compensation. 

Second. —  Overpaid  employes  receiving  in  excess  of  $960  per 
annum  who  ha/ve  a  record  of  efficient  service  shall  be  protected  to 
an  amount  not  exceeding  10  per  cent,  of  the  maximum  of  the  grade 
within  which  they  have  been  appraised. 


The  Committee  believes  that  this  policy,  which  will  enable 
overpaid  employes  to  continue  to  receive  an  excess  of  10  per  cent, 
over  and  above  the  maximum  amount  to  which  they  would 
normally  be  entitled,  is  fair  both  to  the  State  and  to  the  employe. 

However,  it  is  the  opinion  of  the  Committee  that  the  working 
out  of  readjustments  should  be  made  the  subject  of  specific  action 
by  department  heads  or  the  finance  committees  of  the  Legislature 
For  that  reason  the  bill  as  submitted  looking  toward  the  adoption 
of  standards  herein  proposed  will  not  apply  ipso  facto  to  the  rates 
of  pay  of  existing  employes.  Subsequent  action  of  the  Legislature 
at  the  time  of  making  appropriations  will  be  required  for  that  pui^ 
pose. 

4.  Underpaid  Employes. 

The  Committee  believes  that  the  proper  readjustment  should 
be  made  with  respect  to  efficient  employes  who  are  underpaid  ac- 
cording to  the  proposed  standards. 
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IV.    SIZE  AND  COST  OF  INQXHRY. 

1.  Size  of  Inquiry, 

Part  II  of  this  report  contains  a  detailed  analysis  of  the  scope 
and  methods  of  the  Committee's  investigation*  This  explains 
the  study  of  standards  developed  by  other  cities  and  agencies/ 
the  use  of  personal  service  and  work  record  cards  to  give  each 
employe  an  opportunity  to  furnish  a  picture  of  his  own  duties  and 
responsibilities,  the  manner  of  conducting  field  examinations  of 
departments  and  institutions  by  the  Committee's  staff  to  verify 
and  further  expand  these  descriptive  statements,  the  submission 
of  all  descriptive  material  collected  by  the  Committee  to  the 
departments  for  their  review  in  order  to  insure  accuracy,  the 
holding  of  conferences  with  departmental  officials  in  order  to  give 
them  an  opportunity  to  criticize  the  Committee's  findings  and 
furnish  further  information  or  suggestions,  the  examination  of 
numerous  industrial,  financial  and  other  private  corporations  rep- 
resenting the  control  of  hundreds  of  thousands  of  professional, 
engineering  and  clerical  employes,  in  order  to  obtain  information 
as  to  rates  of  pay  and  other  conditions  of  employment  in  private 
practice,  and  methods  of  appraising  positions. 

Part  II  shows  the  extent  of  the  analysis,  interpretation  and 
appraisal  which  the  Committee  has  undertaken,  resulting  in  the 
preparation  of  approximately  fifteen  thousand  civil  service  and 
work  records  (one  for  each  employe),  the  preparation  of  seventy- 
five  hundred  pages  of  descriptive  and  critical  reports  on  depart- 
mental and  institutional  organization,  the  holding  of  approxi- 
mately 450  conferences  and  hearings  with  departments,  etc. 

2.  Cast  of  Inquiry. 

From  April  26,  1915,  to  February  29,  1916,  the  Senate  Com- 
mittee on  Civil  Service  expended  $30,931.69,  distributed  by  object 
of  expenditure  as  follows: 
1.  Personal  iService : 

(a)  Oeneral  Administration: 

Technical  and  clerical $5,123  19 

(b)  Investigational  Service: 

Organization  and  instruction. ...       $158  77 

1  New  York  City  has,  up  to  the  present  time,  made  the  largest  contribution 
to  this  subject  and  its  methods  of  classification  have  been  of  material  assist- 
ance  to  ^ia  Committee. 
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Collection  and  verification  of  data.      2,605  14 

Classification  of  data 1,987  76 

Preparation  of  specifications 2,523  83 

Preparation  of  charts  and  maps  of 

organization 748  64 

Appraising  employments 1,718  03 

Preparation  of  interim  and  mis- 
cellaneous reports 74  95 

Preparation  and  revision  of  organ- 
ization reports 2,154  34 

$11,971  46 

(c)  General  Clerical  Service* 8,123  09 

Total  salaries  and  wages $25,217  74 

2.  Other  than  Personal  Service : 

(a)  Office  equipment  and  supplies: 

Equipment $587  44 

Supplies  (stationery,  etc.) 1,224  17 

Work  record  cards  and  forms. . . .  636  50 

General  printing 533  10 

Other  expense 26  56 

$3,007  77 

(b)  Traveling  expense: 

Committee: 

Transportation $432  86 

Subsistence 395  11 

Other  expenses 6  51 

$834  48 

Staff:  

Transportation $365  74 

Subsistence 720  49 

Other  expenses 109  31 

$1,186  54 
Total  traveling  expense 2,020  02 

1  Includes  stenographic  service,  typing,  filing,  tabulating  and  other  related 
clerical  work. 
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(c)  Conmiunicatioii: 

Postage : $211  76 

Telegrams 28  62 

TelephcMie 192  52 

$482  90 

(d)  Miscellaneous  expenses 253  26 

Total  other  than  personal  servioe $5,713  95 

Grand  total $30,931  69 
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IV.     ACKNOWLEDGMENT  OF  CO-OPERATION  IN  THE  COMMITTEE'S 

WORK. 

Special  mention  should  be  made  of  the  valuable  assistance  iur- 
nished  the  Committee  by  the  Bureau  of  Municipal  Kesearch  of 
New  York  City.  As  soon  as  this  work  was  undertaken  the  Com- 
mittee turned  to  the  Bureau  as  the  one  agency  in  this  country  pos- 
sessing the  qualifications  and  experience  essential  for  a  task  of  this 
kind.  The  response  was  immediate  and  generous.  Dr.  F.  A. 
Cleveland,  its  director,  and  Mr.  Winfred  B.  Holton,  Jr.,  assistant 
director,  advised  with  the  Chairman  of  the  Committee  as  to  the 
best  methods  of  organizing  and  developing  the  investigative  pro- 
gram. The  Bureau  loaned  to  the  Committee  during  the  whole 
period  of  the  work,  without  cost  to  the  State  government,  mem- 
bers of  its  staff  who  had  participated  in  similar  inquiries  in  New 
York,  Pittsburgh  and  elsewhera  The  investigative  work  of  the 
Committee  has  been  conducted  under  the  immediate  supervision 
of  Mr.  Arthur  W.  Procter  of  that  Bureau.  His  services  in  this 
connection  have  been  very  valuable. 

As  a  result  of  this  co-operation,  the  Committee  has  capitalized 
the  experiments  conducted  in  salary  and  grade  standardization 
and  related  employment  problems  by  cities  in  the  United  States, 
and  has  been  able  to  prosecute  the  more  important  phases  of  its 
work  to  a  conclusion  in  a  much  shorter  time  than  would  otherwise 
have  been  possible. 

The  Committee  has  also  received  great  assistance  from  the 
,  present  Civil  Service  Conamission.  The  suggestions  of  Hon. 
Samuel  H.  Qrdway,  president  of  the  Commission,  as  to  changes 
in  the  Civil  Service  Law  which  time  has  shown  to  be  desirable, 
have  been  particularly  valuable,  and  the  Commission  as  a  whole 
has  been  generous  in  its  co-operation  with  this  Committee. 

Acknowledgment  is  also  made  of  the  cooperation  of  the  State 
departments  ^  which  have  been  affected  by  this  investigation.  This 
co-operation  was  gratifying  not  only  because  of  the  assistance 
thereby  secured  but  also  because  of  the  indication  of  a  genuine 
interest  on  the  part  of  officials  and  employes  in  the  Conmiittee's 
work  and  their  desire  to  see  the  proposed  program  adopted. 

1  See  Exhibit  III  for  chart  of  conferences  between  the  departments  and 
this  Committee. 
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PART  II. 
REPORT  IN  DETAIL. 


L    SCOPE  AND  PURPOSE  OF  COMMITTEE  INVESTIGATION. 

1.  Origin  cmd  Pv/rpose  of  Senate  Committee  on  Cvvil  Service 

The  Senate  Committee  on  Civil  Service  was  created  at  the 
opening  of  the  1915  session  of  the  Legislature  to  take  cognizance 
of  all  matters  relating  to  the  control  and  regulation  of  the  civil 
service  of  the  State  of  New  York.  The  Committee  was  con- 
stituted primarily  to  study  employment  conditions  in  order  to 
formulate  a  basis  for  the  reclassification  of  positions  and  the 
standardization  of  salary  grades  and  rates. 

For  the  purpose  of  reviewing  the  scope  of  its  problem,  the 
Committee  made  a  preliminary  survey,  without  staff  assistance, 
during  the  months  of  January,  February  and  March,  which  led 
to  the  submission  of  a  report  under  date  of  April  9,  1915,  charac- 
terizing the  conditions  of  the  State  government  and  requesting 
an  appropriation  of  $25,000  with  which  to  make  exhaustive 
investigations.^ 

2.  Authorization  and  Scope  of  Present  Inquiry 

On  the  basis  of  the  preliminary  report,  the  Senate  adopted 
a  resolution,  under  date  of  April  20,  1915,  appropriating  $25,000 
and  authorizing  the  continuance  of  the  inquiry  "  with  particular 
reference  to  salary  grades  and  titles  of  officials  and  employes  and 
their  respective  titles,  with  a  view  of  determining  what  changes, 
if  any,  should  be  made  in  such  salaries  and  grades  *  *  *, 
and  titles  of  positions,  and  what,  if  any,  positions  should  be 
abolished  or  changed  in  the  interest  of  the  public  welfare." 

The  Senate  Committee  on  Civil  Service  considered  itself  au- 
thorized, under  the  terms  of  this  resolution,  to  inquire  not  only 
into  employment  conditions,  but  also  the  machinery  of  the  govern- 
ment and  the  administrative  procedura 

iThis  appropriation  was  Bupplemented  by  an  additional  a4>propriation  of 
$10,000  on  February  9,  1916. 


zlvi 
Two  principal  lines  of  inquiry  were  instituted,  as  follows : 

First  —  Study  of  Personnel 

This  line  of  investigation,  which  relates  to  the  employment 
conditions  in  the  State  aervice,  was  for  the  primary  purpose  of 
reclassifying  positions  and  regrading  employes  and  establishing 
standards  to  govern  entrance  and  promotional  examinations, 
transfers,  reinstatements,  and  other  related  problems,  with  a  view 
to  a  more  equitable  {^nd  efficient  administration  of  the  civil  service. 

Second. —  Study  of  Machinery  and  Methods  of  Administration 

This  line  of  investigation,  which  relates  to  the  departmertal 
organization  and  procedure,  was  for  the  purpose  of  suggesting 
improved  administrative  methods  with  a  view  to  a  reduction  of 
the  cost  of  government. 

3.  Scope  of  Reports  on  Standardization  of  Employment  Corir 
ditions. 

The  recommendations  and  findings  now  being  submitted  to  the 
Senate  of  the  State  of  ^N'ew  York  as  a  result  of  its  study  of  the 
personnel,  outline  a  plan  of  control  of  State  employment  and 
employee  which  wiU  relate  compensation  to  the  value  of  the  work 
performed,  and  afford  equal  opportunity  and  pay  to  civil  servants 
working  under  similar  conditions. 

The  main  report,  herewith  submitted,  presents  the  results  of 
the  studies  of  employment  conditions  to  date  and  contains  a 
detailed  code  of  proposed  standards  and  regulations  to  govern 
titles,  duties,  qualifications,  and  rates  of  pay.  It  is  proposed  that 
this  code  be  incorporated  into  the  civil  service  law  of  the  State 
by  action  of  the  Legislature,  thereby  superseding  existing  pro- 
visions of  law  inconsistent  therewith. 

The  reports  of  this  Committee  to  be  submitted,  will  also  include 
the  following: 

Critical  report  on  present  Civil  Service  Law  and  practice  of  the 
Civil  Service  Commission,  with  further  reference  to  the  proposed 
standards  of  practice,  including  concrete  recommendations  as  to 
wherein  the  present  law  and  practice  governing  appointments, 
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promotions,  transfers,  etc,  should  be  changed,  and  the  regulations 
of  the  State  Civil  Service  Commission  modified  so  as  to  bring 
about  improved  standards  of  civil  service  administration.  This 
report,  the  scope  of  which  is  outlined  herein,  is  to  be  submitted 
during  the  present  session  of  the  Legislature. 

Report  on  retirement  of  civil  service  employes.  The  Com- 
mittee has  been  studying  the  problem  of  retirement  and  adequate 
provision  for  employes  who  have  become  incapacitated  through 
length  of  service  or  disability  while  within  the  servica  It  hopes  to 
report  on  this  subject  during  the  present  session  of  the  Legislature. 

4.  Scope  of  Reports  on  Machinery  and  Methods  of  Administration 

Concurrently  with  the  study  of  employment  conditions,  the  ma- 
chinery and  methods  of  administration  of  each  of  the  important 
departments  of  the  State  government  were  inquired  into  by  the 
examiners  of  the  staiF.  For  each  department  a  detailed  descrip- 
tive report  was  prepared,  showing  existing  functions,  distribu- 
tion of  personnel,  organization  and  work  methoda  On  the  basis 
of  such  descriptive  report,  verified  by  the  department,  criticisms 
and  recommendations  have  been  formulated  by  the  Committee's 
staff  for  each  of  the  departments  showing  wherein  the  existing 
organization  or  procedure  should  be  changed,  and  outlining  the 
savings  to  accrue  therefrom. 

Because  of  the  limited  time  in  which  to  report,  it  will  not  be 
possible  to  consider  with  the  departments  and  with  the  Legislature 
during  its  present  session,  the  entire  scope  of  the  proposals  con- 
tained in  these  reports.  If  the  work  of  the  Committee  is  con- 
tinued as  recommended  herein,  these  criticisms  and  recommenda- 
tions will  be  made  the  subject  of  further  investigation  and  report 
to  the  next  L^slature.  These  reports  as  formulated  by  the  staff 
suggest  savings  through  force  reduction  which  will  not  involve 
fundamental  reorganization  or  result  in  impeding  the  efficiency 
of  the  departments  affected. 

These  savings  represent  but  a  part  of  the  larger  economy  to  be 
obtained  through  complete  or  partial  reorganization  along  the 
lines  of  a  definite  and  well  worked  out  program  for  each  depart- 
msixb 
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n.    ORGANIZATION  AND  METHODS  OF  STANDARDIZATION  INQUIRY. 

1.  Selection  of  Staff. 

The  members  of  the  examining  staff  of  the  Committee  were 
selected  from  thoroughly  equipped  accountants,  engineers  and 
other  technical  men  with  a  practical  knowledge  of  methods  of 
public  administration  and  an  understanding  of  studies  which 
had  been  made  looking  toward  the  standardization  of  public 
employments.^ 

2.  Establishment  of  Cooperative  Relations  with  Official  Agencies. 

For  the  purpose  of  facilitating  the  inquiry  co-operative  rela- 
tions were  established  with  the  Civil  Service  Commission  and  the 
several  executive  departments  of  the  State  government.  Each 
department  designated  a  departmental  representative  through 
whom  most  of  the  matters  pertaining  to  the  work  of  the  Committee 
were  handled-  This  representative  was  in  each  instance  a  respon- 
sible official  in  his  department  and  thoroughly  versed  in  depart- 
mental affairs  and  procedure. 

3.  Outline  of  Investigative  Procedure, 

The  investigative  procedure  looking  toward  the  formulation 
and  classification  of  grade  and  salary  standards  may  be  considered 
under  the  following  heads: 

(a)  Development  of  Preliminary  Plan  of  Classification 

and  Study. 
(6)  Preparation  of  Descriptive  Data  hy  Departments. 
(c)   Verification  of  Data  hy  Senate  Committee  Examiners. 

il^e  members  of  the  staff  who  served  the  Senate  Committee  during  the 
inauiry  were  as  follows: 
Morris  B.  Lambie,  Senior  Technical  Examiner. 
Fred  T.  Newell,  Technical  Examiner. 
A.  H.  Place,  Engineer. 
H.  D.  Appleby,  Engineer. 
Samuel  Kosenzweig,  Accountant. 
Carl  K.  Hill,  Teclmical  Examiner. 
Channing  E.  Sweitzer,  Technical  Examiner. 
Norman  Thirkield,  Technical  Examiner. 
A.  W.  Lahee,  Statistician  (part  time). 
H.  H.  Jones,  Technical  Examiner  (part  time) . 
Frank  H.  Pennington,  Technical  Examiner  (part  time). 
John  J.  Riley,  Clerical  Examiner  (part  time). 
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(d)  Study  of  Experience  of  Stcde  Civil  Service  Commit 

sion  in  Recruiting  and  Controlling  Employes. 

(e)  Study  of  Practice  of  Private  Corporations  in  Re- 

cruiting and  Controlling  Employes. 
(/)  Analysis  and  Interpretation  of  Public  and  Private 
Data  so  Collected. 

a.  Development  of  Preliminary  Plan  of  Classification  and  Study. 

A  preUminaiy  study  was  made  for  the  purpose  of  determiniiig 
the  general  scheme  of  classifijcation  on  the  basis  of  which  the  inves- 
tigative procedure  should  be  undertaken.  This  was  important  in 
order  to  determine  the  kinds  of  information  to  be  developed,  the 
extent  to  which  such  information  should  be  furnished  by  the 
departments  instead  of  by  the  Committee  staff  through  independ- 
ent examination,  and  the  form  in  which  such  information  should 
be  classified  and  presented.  This  preliminary  study  included  the 
following  steps: 

1.  Study  of  representative  classification  of  states,  counties 
and  cities  of  the  United  States  and  of  foreign  governments, 
with  particular  reference  to  those  jurisdictions  where  the 
subject  of  employment  control  has  been  given  special  thought 
and  study. 

2.  Study  of  the  Civil  Service  classifications  and  conditions 
of  employment  in  the  State  of  New  York  on  the  basis  of  ex- 
isting descriptive  material  such  as  — 

Civil  Service  lists  and  annual  reports  of  the  Civil 
Service  Commission. 

Descriptive  and  critical  data  on  personnel  published  by 
departments  in  annual  and  special  reports. 

Descriptive  and  critical  data  on  organization  published 
by  investigative  agencies,  public  and  private. 

8.  Formulation  of  tentative  classification  of  positions^ 
with  plan  of  specifying  standard  titles,  standard  duties, 
standard  qualifications  and  standard  rates  of  pay. 

4.  Submission  of  tentative  classification  to  officials  of  the 
State  government  and  other  persons  informed  upon  the 
problem  as  a  basis  for  conference  and  suggestion. 
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6.  Preparation  of  Descriptive  Data  by  Departmenis, 

The  first  task  of  the  Committee  was  to  learn  what  each  em- 
ploye of  the  State  was  actually  doing.  For  that  purpose  forms 
providing  for  a  complete  history  of  each  individual  employe 
starting  with  his  entrance  to  the  service  and  an  accurate  picture 
of  the  detail  of  his  present  employment  were  furnished  to  the 
departments.^  The  headings  of  the  forms  and  the  explanation 
thereon  f»rovided  for  the  setting  forth  of  each  employe's  duties 
and  responsibilities  in  such  a  way  that  the  difficulties,  importance, 
technical  requirements  and  volume  of  the  work  could  be  reviewed 
and  appraised.  These  forms  were  filled  out  by  the  employe,  re- 
viewed by  his  superior  officer  and  finally  verified  by  the  depart- 
mental representative  acting  in  conjunction  with  the  Committee's 
examiner,  before  submission  to  the  Senate  Committee. 

Coincident  with  the  preparation  of  these  data,  the  examiners 
of  the  Committee  were  engaged  in  the  study  of  existing  condi- 
tions of  departmental  organization  and  an  analysis  of  depart- 
mental procedure  primarily  for  the  purpose  of  getting  further 
background  with  which  to  verify  the  individual  service  and  work 
descriptions  furnished  as  above  described. 

The  independent  observations  of  the  examiners  were  recorded 
in  field  notes  intended  for  use  as  a  check  and  audit  on  the  infor- 
mation furnished  on  the  prescribed  forms. 

c.   Verification  of  Data  by  Senate  Committee  Examiners. 

Approximately  15,000  work  record  cards  with  appropriate  ex- 
planatory and  supplementary  data  consisting  of  printed  reports, 
departmental  literature,  organization  charts  and  other  informa- 
tion, were  submitted  to  the  'Committee  during  the  first  three 
months  of  its  investigation.  The  staff  examiners  of  the  Senate 
Committee  as  far  as  possible  made  first-hand  studies  of  each  em- 
ployment or  group  of  employments  for  the  purpose  of  determining 
the  accuracy  of  statements  furnished  to  the  Committee  —  which 
statements  had  already  been  certified  by  the  proper  officials  of  the 
department  —  and  supplemented  such  work  by  intensive  studies 
of  existing  organization  and  procedure. 

1  See  Exhibit  4. 
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d.  Study  of  Experience  of  State  Civil  Service  Commis- 
sion in  Recruiting  and  Controlling  Employes. 

After  the  tentative  distribtitioii  had  been  made  of  the  existing 
employments  of  the  State  government  according  to  the  general 
class  and  the  specific  line  of  work  performed,  an  examination 
was  conducted  as  to  the  experience  of  the  Civil  Service  Commis- 
sion in  recruiting  employes  for  such  positions  —  to  the  extent 
that  they  had  come  imder  the  control  of  that  agency.  This  ex- 
amination was  made  primarily  for  the  following  purposes : 

1.  To  determine  the  entrance  and  promotional  require- 
ments  of  training,  ability  and  experience  which  had  been 
applied  to  each  line  and  grade  of  work. 

2.  To  determine  appointment  and  promotion  rates  of  com- 
pensation which  had  been  applied  to  each  line  and  grade  of 
work. 

3.  To  determine  the  results  of  the  application  of  such  ex- 
perience requirements  and  standards  of  jwiy. 

In  this  examination  and  study  the  departments  of  the  State 
government  furnished  information  and  opinion  as  to  the  experi- 
ence and  educational  qualifications  of  persons  certified  by  the 
Civil  Service  Conmiission  for  the  several  lines  of  work 

The  entrance  and  promotional  rates  of  pay  were  considered  in 
reference  to  the  number  of  candidates  who  entered  into  com- 
petition and  the  comparative  results  of  any  differences  of  practice 
which  had  been  employed  by  the  Civil  Service  Commission. 

e.  Stvdy  of  Practice  of  Private  Corporations  in  Recruit- 
ing and  Controlling  Employes. 

Co-operative  relations  were  established  with  large  representa- 
tive banking  and  industrial  corporations  of  the  State  for  the  pur- 
pose of  determining  the  range  of  ccwnpensation  which  they  allowed 
for  each  distinctive  line  of  work,  their  methods  of  grading  such 
lines  of  work  according  to  duties  and  responsibility,  and  the 
specific  or  average  rates  which  obtained  with  respect  to  each  grade. 
Their  experience  was  further  sought  with  reference  to  the  stand- 
ards  of  ability,  experience  and  training  exacted  for  each  grade 
and  line  of  work. 
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This  information  was  secured  through  intensive  field  examina- 
tions and  correspondence.  As  a  result,  the  Committee  was  able 
to  focus  upon  the  State  employment  problem  the  experience  of 
representative  private  practice  with  respect  to  ninety  per  cent, 
of  the  lines  of  work  being  conducted  by  the  State. 

/.  Analysis  and  Interpretation  of  Data  so  Collected. 

The  descriptive  data  thus  collected  and  verified  relating  to  the 
State  service  were  subjected  to  the  process  of  careful  analysis  and 
mterpretation.  This  analysis,  on  the  one  hand  was  for  the  pur- 
pose of  learning  what  was  wrong  with  State  employment  condi- 
tions; on  the  other  hand,  to  develop  a  constructive  basis  of  a  nerw 
classification  of  salary  and  work  standards. 

On  the  constructive  side,  the  primary  elements  of  work  of  each 
employment  were  carefully  analyzed  and  classified  in  various 
ways  in  order  to  determine : 

1.  The  number  and  variety  of  distinctive  lines  of  work 
being  conducted  by  the  State. 

2.  The  number  and  variety  of  employments  embraced 
within  each  distinctive  line  of  work. 

3.  The  natural  grades  of  responsibility  and  duties  for  each 
line  of  work  through  an  examination  of  the  primary  ele- 
ments of  each  employment  classified  in  relation  to  import- 
ance, difficulty  of  performance,  etc. 

4.  The  distribution  of  rates  of  salary  for  each  grade  of 
work  through  an  examination  of  the  primary  elements  of 
each  employment. 

5.  The  extent  to  which  distinctive  lines  of  work  embraced 
within  a  general  function  or  class  possessed  common  charac- 
teristics from  the  viewpoint  of  original  appointment  or  ad- 
vancement. 

6.  The  extent  to  which  the  employments  within  a  dis- 
tinctive line  of  work  possessed  peculiar  characteristics  from 
the  viewpoint  of  original  appointment  or  advancement  which 
differentiated  them  from  the  employments  within  other  dis- 
tinctive lines  of  work  falling  within  the  same  broad  class. 

7.  The  extent  to  which  distinctive  lines  of  work  falling 
in  a  general  function  or  class  possessed  common  characteris- 
tics from  the  viewpoint  of  compensation* 
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8.  The  extent  to  which  employments  within  a  distinctive 
line  of  work  possessed  peculiar  characteristics  from  the  view- 
point of  compensation,  which  differentiated  them  from  the 
employments  within  other  distinctive  lines  of  work  falling 
within  the  same  broad  class. 

It  is  on  the  basis  of  the  conclusions  reached  as  a  result  of  such 
analyses  that  the  Committee  formulated  its  plan  of  classification 
and  standards  as  hereinafter  outlined. 
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m.    PROPOSED    CLASSIFICATION    AND    SPECIFICATION    OF    GRADE 

AND  SALARY  STANDARDS. 

1.  OenemL  Observation. 

The  methods  of  investigation  already  described,  showed  that 
in  order  to  set  up  a  uniform  and  equitable  basis  for  the  control  of 
salaries  and  at  the  same  time  furnish  standards  to  govern  appointr 
ment,  advancement,  promotion  and  transfer,  it  would  be  necessary 
to  group  positions  according  to : 

First  Distinctive  elements  of  training  and  experience  gov- 
erning original  appointment. 

Second.  Distinctive  conditions  with  respect  to  character 
and  importance  of  employment  governing  advancement,  pro- 
motion and  transfers. 

Third.  Distinctive  conditions  with  respect  to  character  and 
importance  governing  compensation. 

It  was  found  through  analysis  and  experiment,  that  the  widest 
unit  possible  for  grouping  and  differentiating  employments  from 
the  viewpoint  of  these  essentials  was  the  line  of  work  em- 
bracing those  primary  elements  commonly  included  within  such 
terms  as  bookkeeping,  examining,  aocoimting,  nursing,  etc 

This  was  adopted  as  the  basic  unit  of  classification  under  the 
term  "  group.''  The  employments  of  the  State  of  New  York  are 
divided  into  157  "groups"  representing  a  corresponding  number 
of  distinctive  lines  of  work. 

For  information  and  statistical  purposes  a  more  general  group- 
ing of  the  employments  of  the  State  is  made  according  to  the 
general  classification  of  work,  under  which  —  as  herein  proposed 
—  the  above  157  groups  are  classified  in  ten  functional  divisions 
known  as  services. 

2.  Cldssification  of  Services. 

The  following  is  a  classification  of  the  proposed  services  with 
the  distribution  of  groups  (that  is,  distinctive  lines  of 
employment )  • 


Iv 


No.  of 

Title  of  service  groups 

Executive 

Managerial 4 

Professional  and  Scientific 25 

Inspectional 14 

Investigational  and  Examining 18 

Clerical     10 

Educational 10 

Institutional   39 

Skilled  Labor 34 

Labor 3 


The  Clerical  Service,  for  example,  includes  the  following 
groups: 

Bookkeeper 

Clerk 

Employment  Agent 

Interpreter 

Private  Secretary 

Process  Server  and  Messenger 

Stenographer 

Supervisor  of  Publications 

Telephone  Operator 

TypL«t 

3.  Content  and  Purpose  of  Specifications. 

Each  group,  representing  a  distinctive  line  of  work,  is  broken 
up  into  its  natural  divisions  according  to  responsibility  and  duties 
called  grades.  For  each  grade  the  standards  or  conditions  govern- 
ing the  employments  and  standards  of  ability,  experience  or  train- 
ing governing  the  persons  who  would  fill  such  employments,  are 
specified  under  the  following: 

Title  of  Position 
Duties  —  Definition 
Duties  —  Examples 
Qualifications 
Compensation 
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Under  these  captions,  in  the  accompanying  code,  are  set  forth 
for  each  grade  of  each  line  of  work  or  group,  the  standards  which 
should  be  applied  by  the  department  (acting  through  the  Civil 
Service  Commission)  in  recruiting,  advancing  and  otherwise  con- 
trolling employes. 

The  legal  and  regulating  significance  of  the  several  parts  of  each 
specification  might  be  briefly  characterized  as  follows : 

Title  of  Position. 

Under  the  "  Title  of  Position  "  are  enumerated  the  title  or  titles 
used  to  identify  those  employments  which  may  be  authorized 
under  the  respective  lines  of  work  and  grades.  Each  title 
represents  an  employment  sufficiently  distinctive  from  adminis- 
trative and  civil  service  viewpoint  to  warrant  a  separate  civil 
service  examination  or  action.  It  is  contemplated  that  a  person 
may  be  authorized  to  perform  the  kind  and  character  of  work 
described  within  the  grade  only  under  the  titles  prescribed. 

The  theory  underlying  the  selection  of  titles  has  been  to  make 
titles  descriptive  of  the  work  performed  and  to  have  them  relate 
directly  to  a  distinctive  grade  of  work.  Where  present  titles  are 
descriptive  and  are  appropriate,  such  titles  have  been  incorporated 
in  the  standard  specifications. 

Duties  —  Definition. 

Under  "Duties — Definition"  are  specified  the  requirements  of 
the  employment  (as  distinguished  from  the  entrance  and  promo- 
tional requirements  of  the  employment)  in  terms  of  its  duties  and 
function,  the  importance  and  difficulty  of  such,  duties,  the  super- 
visory or  independent  responsibility  involved,  etc.,  so  as  to  clearly 
mark  off  the  limits  of  one  grade  of  the  line  of  employment  from 
another.  The  "  definition  of  duties  "  is  intended  to  furnish  the 
basis  for  fixing  the  compensation  and  at  the  same  time  to  indicate 
the  scope  of  the  original  or  promotional  examination  through 
which  the  employe  enters  the  grade. 

Duties  —  Examples. 

Examples  are  cited  for  illustrative  purposes  only  and  are  not 
exhaustive     They  are  intended  to  assist  in  the  interpretation  of 
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the  "  definition  of  duties  "  by  furnishing  concrete  and  well  known 
examples  which  fall  clearly  within  the  grade  specified. 

QUAUFIOATIONS. 

Under  qualifications  are  specified  the  standards  of  ability,  ex- 
perience or  training  which  are  exacted  as  a  basis  for  appointment, 
original  or  promotional,  to  the  grade.  It  is  contemplated  that  the 
Civil  Service  Ckxmmission  will  satisfy  itself  through  proper  in- 
quiries and  investigation  as  to  compliance  with  these  standards. 

Compensation. 

Under  compensation  is  specified  the  range  of  salary  which  will 
attach  to  all  employments  falling  within  the  grade,  the  limits 
representing  the  minimum  and  maximum  rates  of  pay  for  the 
standard  of  work  prescribed. 

The  rules  and  regulations  governing  entrance  rates  of  pay  are 
set  forth  in  the  code  of  regulations  supporting  the  specifications. 
These  regulations  contemplate,  except  where  otherwise  specified, 
that  entrance  to  the  grade  at  the  minimum  rate  and  advancement 
from  one  rate  to  the  next  higher  rate  within  the  grade  after  the 
minimum  of  one  year  of  satisfactory  service. 

For  the  purpose  of  simplifying  accounting  and  auditing  pro- 
cedure, standard  rates  divisible  by  twelve  have  been  established. 
This  will  reduce  to  an  appreciable  degree  the  amount  of  clerical 
work  involved  in  the  preparing  and  checking  of  departmental  pay- 
rolls. 

4.  Proposed  Standards  to  Bepresent  Minimum  Requirements,  not . 

Maximum  Requiremerds. 

The  proposed  schedules  represent  the  minimum  requirements 
to  be  imposed  by  the  Legislature  or  finance  controlling  body  upon 
the  administrative  departments  to  insure  uniform  enforcement 
and  administration  of  civil  service  principles.  The  Civil  Service 
Commission  as  the  agency  charged  ^vith  the  enforoement  of 
general  provisions  of  the  Civil  Service  Law  may  add  to  or  supple- 
ment the  standards  by  rules  and  regulations  which  are  not  incon- 
sistent with  the  proposed  specifications  and  provisions  contained 
in  the  supporting  code  of  regulations. 
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The  eBtabliahment  of  basic  standards  for  aalaries  and  grades 
through  specific  legislative  enactment  separates  these  standards 
from  the  rules  of  practice  and  procedure  used  in  applying  them- 
These  rules  of  practice  are  discretionary  with  the  Civil  Service 
Commission  subject  only  to  limitation  of  consistency  with  the 
proposed  code  of  standards.  This  will  make  for  greater  flexi- 
bility than  now  prevails  and  at  the  same  time  will  guard  effectively 
againfit  inequality  and  abuse. 

5.  Summary  OvJtline  of  Proposed  Classificalion  of  Grade  and 

Salary  Sttmdards, 

The  following  is  an  outline  of  the  proposed  classification  of 
grade  and  salary  standards.  This  shows  in  summary  form  the 
divisions  (called  grades)  into  which  each  distinct  line  of  work 
(called  groups)  is  divided  for  purpose  of  salary  and  promotional 
control,  indicating  for  each  grade  the  standard  titles  and  standard 
salary  rates. 


Pkoposed  Classification  of  Sebvices  and  Groups  SnowiNa 
Obades^  Titles  of  Positions  and  Salabt  Bates. 
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IV.    SAVINGS  AND  BENEFITS  TO  ACCRUE  FROM  THE  APPLICATION 
OF  THE  PROPOSED  STANDARDIZATION  PROGRAM 

1.  Savings  to  the  State. 

The  adoption  of  the  proposed  standardization  program  will  ef- 
fect large  economies  for  the  State  of  New  York  and  at  the  same 
time  offer  a  larger  opportunity  for  advancement  to  the  employa 
This  conclusion  is  based  upon  (1)  a  detailed  comparative  analysis 
of  the  operation  of  the  present  and  proposed  schedules  during  the 
next  five  years,  as  Iiereinafter  outlined,  (2)  the  results  of  the 
application  of  the  tentative  standards  to  the  present  Civil  Service 
(showing  overpayment  of  $380,082),  and  (3)  general  estimates 
as  to  the  results  of  the  operation  of  the  schedules  (other  than  the 
Clerical  Service)  based  upon  significant  facts  of  the  present 
practice. 

The  aggr^ate  amount  of  overpayment  and  underpayment,  as 
shown  by  a  careful  and  minute  appraisal  of  the  existing  employ- 
ments according  to  proposed  standards,  is  as  follows: 

Service  Overpeymeni    Underpeyinenl 

Clerical $195,535  $19,976 

Professional  and  Scientific 81,184  40,687 

Inspectional 34,664  5,620 

Investigational  and  Examining 36,466  5,226 

Other  services    32,243  11,641 

This  shows  a  net  overpayment  in  the  Clerical  Service  of 
$175,559.  The  result  of  the  detailed  analysis  of  the  operation 
of  the  proposed  schedules  during  the  next  five  years  shows  that 
the  cost  for  the  Clerical  Service  will  progressively  decrease,  as  a 
result  of  the  proposed  plan,  during  each  year  of  this  period,  the 
saving  over  existing  schedules  for  the  year  1921  being  estimated 
at  $463,328.  This  saving  is  over  and  above  the  amount  of  present 
overpayment,  $175,559,  which  it  is  estimated  will  be  gradually 
absorbed  and  eliminated  during  that  period. 

The  prevalence  of  overpayment  in  other  services  indicates  that 
the  average  rates  will  progressively  decrease,  although  not  to  as 
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marked  a  degree  as  in  the  Clerical  Service,  during  each  of  the 
aext  five  years,  at  the  end  of  which  period  it  is  believed  sound 
standards  will  be  restored.  Using  the  present  ratio  of  overpay- 
ment aa  the  basis  for  judgment,  it  is  estimated  that  the  aggregate 
saving  in  other  services  from  the  application  of  the  proposed 
sdiednles  over  the  existing  schedules  in  the  year  1921  will  ap- 
proximate $300,000. 

The  saving  to  be  had  from  the  abolishment  of  positions  is,  of 
course,  not  included  in  this  estimate. 

The  results  of  the  standardization  of  salaries  in  Chicago  in  1910 
oonfiim  the  forecast  with  respect  to  the  operation  of  the  New  York 
State  program.  In  that  city  the  average  rates  of  pay  progressively 
increased  in  four  of  the  six  services  of  the  city  government  during 
the  years  1911  to  1915.  The  increases  for  each  of  three  services, 
however,  were  much  less  than  the  increases  which  marked  the 
prevailing  rates  of  salaries  and  wages  in  private  practice  during 
this  period.  Hence,  even  with  respect  to  those  services  in  which 
a  slight  increase  was  felt,  the  city  has  properly  claimed  an  economy. 
In  the  clerical  and  supervising  services,  marked  savings  were 
effected  as  a  result  of  the  following  reductions  in  average  annual 
rates: 

CUm  1011      1912      1913     1914     1915 

Clerical $1216       $1223       $1222       $1208       $1184 

Supervising 1354         1408         1383         1268         1297 

In  one  service  —  the  library  service  —  there  was  a  marked  in- 
crease during  this  five-year  period,  viz.,  from  $678  to  $906, 
because  of  abnormally  low  rates  which  prevailed  in  this  servica 
The  library  service  consisted  of  but  a  comparatively  small  group 
of  employes,  and  did  not  materially  affect  the  total. 

2.  Benefits  to  (he  BmphysB 

Despite  the  substantial  saving  to  the  government  through  the 
adoption  of  uniform  standards  direct  benefits  will  accrue  to  the 
employes  in  terms  of  greater  opportunity  for  advancement  than  is 
possible  under  the  present  unstandardized  conditions.  These  bene- 
fits accrue  from  the  fact  that  fictitious  rates  of  pay  and  other 
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irregular  conditions  of  employment  operate  generally  against  the 
efBcient  and  ambitious  employe.  Unnecessary  positions  and  sine- 
cures, which  prevail  today,  cannot  exist  under  a  proper  enforce- 
ment of  the  proposed  program  and  a  part  of  the  saving  therefrom 
would  be  made  available  to  the  efficient  employes  who  carry  the 
burdens  of  the  work. 

Here  again  the  experience  of  Chicago  in  the  application  of 
standards  confirms  the  Committee's  statements.  All  automatic 
increases,  based  upon  satisfactory  service,  were  granted  during 
the  year  1915  —  an  almost  unprecedented  event  in  city  govern- 
ment. The  city  attributed  to  the  accomplishments  of  the  standard- 
ization program  its  ability  thus  to  reward  officers  and  employes. 

Benefits  accrue  to  both  tlie  State  and  the  employe  from  the 
following  factors: 

First. —  The  establishment  of  a  basis  for  fixing  salary  rates 
in  relation  to  work  values,  thereby  eliminating  several  thou- 
sand fictitious  rates  of  pay. 

Second. —  The  establishment  of  standard  titles,  thus  elimi- 
nating hundreds  of  fictitious  civil  service  titles  and  working 
designations  which  make  confusion  and  friction  in  the  per- 
formance of  work. 

Third. —  The  establishment  of  standard  factors  of  educa- 
tion or  experience  for  each  class  and  grade  of  employment, 
prescribing  conditions  which  must  be  met  by  persons  before 
appointment. 

Fourth. —  The  establidiment  of  standard  work  require 
ments  for  each  class  and  grade  of  employment,  prescribing 
conditions  which  must  be  met  or  conformed  to  after  appoint- 
ment. 

The  indirect  saving  from  the  standardization  program  has 
not  been  mentioned.  This  result,  tliou^-  less  tangible,  is  quite 
as  important  as  the  direct  economy  to  the  State  on  the  one  band 
and  the  direct  benefit  to  the  employe  on  the  other.  It  is  expressed 
in  the  higher  individual  and  group  output  which  results  in  any 
public  or  private  organization,  when  employment  conditions  are 
made  attractive.  This  is  eesewtially  the  objective  of  the  stand- 
ardization program. 
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3.  nummary  of  Cost  of  the  Clerical  Service  Under  Present  and 
Proposed  Schedules  with  Resultant  Savings  as  of  January 
1,  1916,  and  January  1,  1921. 

Computations  for  a  comparigon  of  the  cost  of  the  Clerical 
Service  in  twenty-six  of  the  State  departments*  under  the  present 
schedule,  and  the  estimated  cost  of  the  same  service  under  the  pro- 
posed schedule,  as  applied  on  January  1,  1916,  and  January  1, 
1921,  have  been  made  at  the  request  of  the  Committee  by  the 
Bureau  of  Statistics  of  the  Department  of  Labor.  This  study 
shows: 

First.  There  are  at  present  1677  positions  in  the  Clerical 
Service  in  these  departments,  exclusive  of  those  which  the 
Committee  has  recommended  for  abolishment. 

Second.  The  total  annual  cost  of  these  positions,  under 
the  present  schedule,  is  $2,024,089,  or  an  average  salary  of 
$1207. 

Third.  The  total  annual  cost  of  these  positions,  appraised 
under  the  proposed  schedule,  is  $1,843,020,  or  an  average  of 
$1099, 

Fourth.  This  represents  an  inmiediate  annual  saving  of 
$181,069,  or  8.9  per  cent,  of  the  total  present  cost.  (The 
appraisals  of  the  Committee  show  that  two  hundred  and 
ninety  of  the  positions  referred  to  would  be  decreased  with  a 
total  salary  decrease  of  $108,205  and  that  two  hundred 
and  fifty-seven  would  be  increased  with  a  total  salary  increase 
of  $21,876.) 

Fifth.  On  the  basis  of  normal  growth,  as  shown  by  past  ex- 
perience, statistics  indicate  that  there  will  be  1976  positions 
in  the  Clerical  Service  in  these  departments  on  January  1, 
1921. 

Sixth.  On  the  basis  of  the  present  practice  the  total  annual 
cost  of  these  positions  would  be  $2,505,568,  or  an  average 
salary  of  $1,268. 

Seventh.  The  total  estimated  annual  cost  of  these  positions 
under  the  proposed  schedule  would  be  $2,042,242,  or  an 
average  salary  of  $1034. 


^The  major  state  departments  were  studied  and  in  these  there  were  on 
January  1,  1918,  approximately  90  per  cent,  of  the  total  Clerical  Service  of 
thf  State. 


Eighth.  This  represents  au  estimated  saving  for  1921  of 
$463,328,  or  18.5  per  cent  of  the  cost  on  the  basis  of  the 
present  practice. 

These  results  are  shown  in  summary  form  in  the  following 
schedule : 
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4.  Cost  of  Protection  of  Present  Clerical  Employes  Who  Are 

Rendering  Efficient  Service. 

As  pointed  out  in  another  part  of  this  report  thoee  employee 
who  are  rendering  efficient  service  should  be  protected  within  cer- 
tain limits.  According  to  the  policy  outlined  by  the  Committee 
seven  hundred  and  ninety-three  of  the  above  clerical  positions  in 
1916  will  receive  protection,  to  the  extent  of  $94,742.  This  will 
make  the  total  cost  on  January  1,  1916,  $1,937,762,  or  an  aveisage 
salary  cost  of  $1156.  As  pointed  out  the  estimated  savings  on 
January  1,  1916,  according  to  the  proposed  schedule,  would  be 
$181,069.  Thus  the  net  saving  will  be  $181,069  minus  $94,742 
(the  cost  of  protection)  or  $86,327. 

The  estimated  saving  of  $463,328  on  January  1,  1921,  will  not 
be  affected  by  any  cost  of  protection,  inasmuch  as  it  is  fair  to 
assume  that  the  protection  proposed  at  present  would  have  bean 
absorbed  in  regular  salary  increases. 

5.  Methods  of  Analyzing  Cost  of  Clerical  Schedules, 

In  conducting  this  study  the  following  information  was  used 
as  a  basis  for  determining  the  conclusions  in  regard  to  estimated 
cost  and  savings: 

First. —  Number  of  positions  in  the  Clerical  Service  on 
January  1,  1911,  January  1,  1913,  and  January  1,  1915, 
with  total  cost  distributed  by  groups,  grades  and  rates,  on 
the  basis  of  proposed  schedules.  In  this  connection  the  "  civil 
lists  "  for  the  above  years  were  studied  and  all  clerical  posi- 
tions tabulated. 

Second. —  Number  of  separations  in  the  Clerical  Service, 
during  each  year  from  1911  to  1915,  inclusive,  by  groups  and 
grades,  on  the  basis  of  proposed  schedules.  In  order  to  ob- 
tain the  rate  of  separation,  the  index  cards  on  file  in  the  State 
Civil  Service  Commission  showing  the  history  of  each  civil 
service  employe  in  the  Clerical  Service  were  reviewed,  and  all 
cases  of  resignations,  deaths,  removals  and  leaves  of  absence 
of  over  six  months,  during  the  years  1911  to  1915,  inclusive, 
were  noted  on  the  basis  of  the  proposed  salary  groups  and 
grades.  From  these  figures  an  annual  rate  of  separation  was 
obtained. 


Ixxxix 

Third. —  Enlargement  of  the  activities  of  the  State  govern- 
ment^ with  resultant  increase  in  the  clerical  force.  The  esti- 
mated increase  in  activity  was  obtained  by  a  comparison  of  tlie 
total  number  of  poffitions  in  the  State  by  years  from  lO-ll  to 
1915.  This  figure  was  modified  after  consultation  in  order 
more  accurately  to  determine  what  the  status  would  be  in 
1921  imder  normal  conditions  of  increase. 

Fourth. —  Rate  of  advancement  and  promotion  of  clerical 
employes  on  the  basis  of  efiicient  service.  The  rate  of  advance- 
ment to  higher  salary  rates  or  promotion  to  a  higher  salary 
grade  was  decided  upon,  on  the  basis  of  opinions  expressed 
by  the  heads  of  State  departments,  past  experience  and  the 
experience  of  other  civil  systems  of  a  comparable  character. 

Fifth. —  Nimiber  of  positions  in  the  Clerical  Service  on 
January  1,  1916,  with  the  Committee's  salary  appraisal  by 
groups,  grades  and  rates  on  the  basis  of  proposed  schedules. 

6.  Analysis  of  Cost  of  the  Clerk  Oroup  Under  Present  and  Pro- 
posed Schedules. 

The  Senate  Committee  Staff  conducted  an  independent  study 
of  the  cost  of  applying  the  proposed  Standard  Specifications  to 
employes  in  the  Clerk  Group  of  the  Clerical  Service  in  the  same 
departments  used  in  the  analysis  made  by  the  Bureau  of  Statisr 
tics  of  the  Department  of  Labor.  The  conclusions  reached  after 
this  study  corroborate  the  findings  shown  above. 

In  this  study,  the  cost  of  a  normal  distribution  of  employes 
in  the  first  four  grades  of  the  Clerk  Group  was  calculated  on  the 
basis  of  present  conditions  and  the  number  of  promotions  and 
separations  during  the  past  five  years.  In  brief,  this  analysis 
indicates  that  in  the  first  four  grades  of  the  Clerk  Group: 

There  are  at  present  888  positions,  representing  a  total 
annual  salary  cost  of  $1,053,600,  or  an  average  salary  of 
$1,185.81. 

On  the  basis  of  a  normal  distribution  of  these  employes 
under  the  standards  proposed  by  the  Committee,  these  888 
would  involve  an  annual  expenditure  of  $820,000,  or  an 
average  salary  of  $932.50. 

Thus  the  application  of  these  standards  represents  an  esti- 
mated saving,  under  the  normal  distribution,  of  $233,600,  or 
22.2  per  cent,  of  the  cost  under  the  present  practice. 
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Since  this  22.2  per  cent,  saving  would  take  place  only  after 
the  proposed  standards  have  been  applied  during  a  sufficient 
period  to  allow  for  a  normal  distribution,  it  is  reasonable  to  as- 
sume, as  is  the  case  in  the  preceding  study,  that  the  protection 
allowance  would  be  absorbed  through  regular  increases  and  there- 
fore need  not  be  considered. 

As  pointed  out  in  the  study  by  the  Bureau  of  Statistics  of  the 
Department  of  Labor  the  percentage  of  saving  for  1921  would  be 
18.5  per  cent,  for  the  whole  Clerical  Service.  The  22.2  per  cent, 
saving  estimated  by  the  Senate  Committee  applies  only  to  the 
Clerk  Group,  the  group  in  which  there  would  naturally  be  a 
greater  saving  than  in  the  other  groups  of  the  Clerical  Service. 
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y.    ANALYSIS    OF    EMPLOYMENT    PROBLEMS,    WITH    PARTICULAR 
REFERENCE  TO  GENERAL  STANDARDIZATION  PROPOSALS. 

The  proposed  standardization  program  has  primary  reference 
to  two  distinct  though  related  questions  of  employment  control  as 
foUows : 

First. — Those  questions  which  relate  to  the  establishment 
of  positions,  fixing  rates  of  pay  and  other  conditions  govern- 
ing same. 

Second. — Those  questions  which  relate  to  the  manner  and 
method  of  recruiting  employes  for  such  positions  and  regu- 
lating their  conduct  while  in  the  service. 

It  will  therefore  be  desirable  to  consider  the  present  and  pro- 
posed practice  in  regard  to  the  manner  and  methods  of  establish- 
ing positions  and  of  recruiting  and  controlling  employes. 

1.  Manner  and  Methods  of  Establishing  Positions. 

Up  to  the  present  time  no  formalized  procedure  has  obtained 
in  the  establishment  of  new  positions.  Bequests  upon  the  Legisr 
lature  as  the  appropriating  and  finance  controlling  body,  may 
originate  in  any  number  of  sources  and  be  cleared  through  various 
channels. 

The  State  government  is  at  the  present  time  organized  into 
approximately  one  hundred  and  fifty  departments  or  independent 
establishments.  Under  the  present  practice  responsible  officials 
in  each  of  these  departments  reach  independent  judgment  as  to 
functions  or  work  which  shall  be  initiated  or  further  developed, 
and  make  requests  upon  the  Legislature  for  necessary  appropria^ 
tions  to  cover  the  other  positions  thought  to  be  necessary.  The 
administrative  branch  of  the  government  maintains  no  staff 
or  centralized  agency  with  which  to  pass  upon  the  reasonableness 
of  the  requests. 

The  Legislature,  in  taking  final  action,  is  advised  by  the 
finance  committees  of  the  Senate  and  the  Assembly,  but  these 
committees  have  not  in  the  past  been  equipped  with  staff  assist- 
ance which  has  enabled  them  to  review  adequately  the  consider- 
ations which  supported  the  requests,  or  to  investigate  the  conditions 
which  should  govern  the  establishment  of  the  positions,  if  neces- 
sary. 
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This  brieriy  characterizes  the  fundamental  weakneefl  in  the 
present  control  over  the  development  and  growth  of  the  State's 
highly   decentralized   administrative   agencies. 

Pressure  has  been  continuously  exerted  upon  the  L^slatare 
to  expand  and  to  make  more  costly  the  organization  and  work  of 
each  of  the  one  himdred  and  fifty  units  of  the  State  ^vermnent, 
but  no  provision  has  been  made  adequately  to  check  this  pressure 
and  prevent  hasty  or  illadvised  action.  The  State  govermneoit 
lacks  a  centralized  investigative  and  advisory  agency  which  would 
initially  pass  upon  the  need  for  new  positions  and  defer  action 
by  the  Legislature  until  all  the  pertinent  facts  had  been  developed 
and  interpreted. 

The  effect  of  this  lack  of  control  has  been  evidenced  in  four 
wavs,  as  follows: 

(a)  Establishment  of  Unnecessary  Positions. 

(b)  Irregularity  in  Compensation  for  Work  of  Similar 
Grade  and  Character. 

(c)  Irregularity  and  Rapidity  of  Salary  Increases  and 
Promotions. 

(d)  Irregularity  of  Titles  for  Work  of  Similar  Grade  and 
Character. 


(a)  Establishment  of  Unnecessary  Positions. 

The  following  table  shows  the  increase  in  the  number  of  State 
employes  (exclusive  of  laborers)  and  the  expenditure  therefor 
during  the  four  years,  1911  to  1915: 


DrvwioN 

As  of 
J.iNUAny  1,  1911 

As  of 
January  1,  1915 

Incrkabb  — 1016 

No.  of 
posi- 
tions 

Expenditure 

No.  of 
posi- 
tions 

Expenditure 

No.  of 
l>osi- 
tions 

Increased 

Expenditure 

for  all  positions 

Departments 

HoBDitaU)* 

4,499 

$0,620,678  90 
2, 452,. 390  41 

7,456 

$11,774,267  55 

3.004,723  05 

610,880  10 

1.189,015  07 

2,651,300  00 

481.919  00 

2,956 

""iiib 

78 

20 

$5,147,588  65 
552,332  04 

PriBODA  • 

» 7,408 

377.038  24      > 7.638 

233,247  86 

Charitable  inatitu- 
tions     and      re- 
f  ormatoriee  * . . . . 

852,380  00 



> 

336,836  07 

Courts 

Normal  schook .  .  . 

ToUl 

045 
421 

2.327,293  00,           723 
384,519  00            441 

324.007  00 
07,400  00 

13,033 

$13,020,899  55 

16,257 

$19,712,110  77 

3.224 

$6,691,211  22 

1  Includes  all  institutions  (hoipitaU,  prisons,  charitable  institutions  and 
*  Expenditure  fissures  obtained  from  Comptroller's  annual  reports;  all 
from  tne  Civil  Service  Commission's  annual  reports. 


reformatories) . 
other  figures  obtained 
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The  following  facts  in  this  table  will  be  noted : 

The  total  expenditure  increased  $(>,691,211.22,  or  51  per 
cent,  over  the  cost  in  1911. 

The  total  number  of  positions  increased  3,224,  or  25  per 
rent,  over  the  number  of  positions  in  1911. 

The  cost  of  the  administrative  departments  increased 
$5,147,588.65,  or  more  than  77  per  cent,  over  the  1911  cost 
for  these  departments. 

This  increase  in  the  cost  of  the  administrative  department  rep- 
resents almost  77  per  cent,  of  the  entire  increase  in  the  cost  of 
the  State  government  during  this  period. 

This  increase  is  due  in  part,  of  course,  to  logical  expansion  of 
the  State  activities  —  the  assumption  of  new  and  the  further 
development  of  existing  functions.  An  additional  factor  how- 
ever, and  of  no  small  importance  in  the  increased  cost  is  the  cus- 
tomary or  traditional  growth  from  year  to  year  which  has  pro- 
ceeded with  little  or  no  reference  to  the  logical  demands  of  the 
service,  made  possible  under  the  method  of  creating  positions,  as 
above  described. 

The  reports  on  departmental  organization  and  procedure  which 
have  been  developed  by  the  Conmaittee's  stafF  along  with  the  study 
of  employment  problems  point  out  concretely  the  extent  to  which 
the  present  administrative  machinery  is  encumbered  with  un- 
necessary positions. 

These  reports  itemize  those  positions  which  can  be  abolished 
without  affecting,  to  any  appreciable  extent,  the  present  methods 
of  administration  and  without  any  impairment  of  eflSciency. 
Th^e  positions  have  to  do  with  duplication  of  work  between 
offices  and  bureaus  or  the  performance  of  obviously  unnecessary 
work.  According  to  these  reports  these  savings,  aggregating 
$500,685  are  immediately  available  from  the  abolishment  of  these 
positions,  and  may  be  distributed,  by  services,  as  follows: 

Managerial $10,500 

Professional  and  Scientific 179,000 

Clerical 165,655 

Inspectional 43,200 

Investigational  and  Examining 70,800 

Other  Services 31,480 
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In  addition  to  the  foregoing  savings  these  reports  point  out 
wherein  further  and  larger  savings  can  be  accomplished  through 
more  fundamental  change  of  existing  methods  of  administration. 

These  further  recommendations  involve  an  additional  saving 
of  $1,474,879. 

The  departments  aifected  by  Uiese  conclusions  would  require 
time  for  reorganization  and  readjustment  before  any  reduction 
by  reason  thereof,  can  be  made  in  their  appropriations.  As 
already  pointed  out,  limitations  of  time  have  prevented  the  Com- 
mittee from  reviewing  and  acting  upon  these  reports  except  by 
conference  with  department  heads.  The  work  along  this  line 
will  be  pursued  if  the  Ck>mmittee  is  continued  as  recommended. 

(b)  Irregularity  in  Compensation  for  Work  of  Similar 
Grade  and  Character, 

From  the  viewpoint  of  civil  service  control  the  irregularities 
of  existing  rates  of  pay  for  the  same  grade  and  character  of 
work  represent  perhaps  the  condition  of  the  civil  service  which 
tends  most  to  disrupt  and  disorganize  the  State  machinery.  A 
most  conclusive  analysis  of  the  existing  rates  of  pay  is  sum- 
marized in  a  comparative  classification  of  the  present  rates  and 
proposed  standards  contained  in  Part  V  of  ihia  report  This 
crystalizes  the  results  of  the  investigation  of  the  rates  of  pay 
which  have  been  applied  in  this  State. 

One  column  of  this  classification  shows  each  line  of  work  of 
the  State  government,  divided  into  appropriate  grades,  with  the 
proposed  standard  rates  for  each  grade. 

A  parallel  column  shows  the  variety  of  titles  and  rates  under 
present  practice  for  each  grade,  which  is  comparable  to  that  shown 
in  the  first  column. 

The  following  is  a  summary  of  this  classification  showing  in 
parallel  columns  the  present  and  proposed  titles,  rates  and  grades 
of  compensation  for  each  grade  and  line  of  work : 
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Ck>MPARATivE  Table,  Showing  by  Groups  the  Number  of 
DisTiNCTivB  Titles  and  Salary  Rates,  and  the  Range 
OP  Compensation  Under  the  Present  and  Proposed 
Classification 


LuoB  OP  Work 
(Pkopooed  Kroiq>) 


MANAGBUAL 

I.  Departmental  utanaKer. 


2.  Departmmital  Mcretary. 

3.  Mise«|]aneoua  maaager. 

4.  Institutioiial  manacer . . 


Total 


CLERICAL 

1.  Bookke^ter 

Bookkeeper,  iiistttutt<»al 

2.  Clerk 

Clerk,  institutional 

3.  Enployinent  asent 

4.  Interpreter 

5.  Priyate  aecretary 

0.  PPoceea  aerver  and  mee- 


7.  Soperviaor  of  publication. 
S.  Stenocrapher 

StflBocrapher,  institutional 
9.  Tefepnone  operator 

Telephone  operator,  inet»> 


10.  Typist... 
Total 


professional  and 

SdENllFIC 

1.  Aeeonntaat 

2.  Aetoaiy 


3.  Asranomist. 

4.  Areheoksist. 

5.  Arehiteet. . . 
6. 


7.  Bwlocist 

8.  Botanist 

0.  ChaplatB 

10.  Chemist  and  phsrsidst. 

12.  Director  of  reMeroh. . . 
13. 


14.  Entomologiist. 

15.  Fisheoltarist. 
16. 
17. 

1&  Hortiettltarist. 
19. 


20.  Nune. 

21. 

22. 

23.  Statistaeian. 


PxopoaBD  Glassipication 


Num- 
ber of 
distino- 
tiTe 
titles 


1 

4 
8 

18 


2 
1 

7 
4 
3 
2 
1 

1 
3 
10 
1 
1 

1 
2 


Num- 
ber of 
distinc- 
tive 
rates 
within 
groups. 


39 


7 
2 

2 
2 
6 

8 

1 
3 
2 
9 
1 
1 
27 

2 
1 
3 

4 
2 
3 

6 

1 

35 

6 


12 
17 
18 


•25 


13 
3 
24 
14 
18 
10 
7 

7 

15 

10 

5 

1 

3 
11 


♦86 


22 
6 

13 
13 
23 
21 

4 
15 

9 
13 

4 

3 
34 

15 
5 
15 
18 
11 
16 

23 

8 
25 
22 


Range  of 
compensa- 
tion 


Rates       pre- 
scribed   by 
law  or  de- 
partment 
executive. 
$2,580-6.000 
2.340-6.900 
1.200-4.800 


840-3.160 
t96O-1.080 

360-2.820 
t216-1.260 

900-4,200 

960-2.340 
1.80O-3.060 

840-1.260 

1.200-3,540 

540-2.820 

t420-    540 

54O-1.020 

t420-    540 
420-1.020 


960-5,400 

2.340-3.600 

up 

1,060-3.060 

1.080-3.060 

840-4.800 

60O-3.60O 

2.580-3.3q8 
1,080-3.540 

600-2.340 
1,080-4.500 

900-1,200 
5.100-5.700 
1.720-5,700 

1.080-3,540 
3.060-4.200 
1.080-4.200 
1,060-5.100 
1.200-3,540 
1,200-3.900 

1360-81.3% 
0900-1,440 
a72O-5.400 

1.060-6.000 


Prbsknt 


Num- 
ber of 
distinc- 
tive 
titles 


4 

15 

7 


33 


22 

4 

249 

25 
6 
3 
5 

9 
6 
44 
8 
6 

3 
11 


401 


22 
3 

2 
1 


Num- 
ber of 
distinc- 
tive 
rates 
within 
groups. 


8 


6 
11 

8 


*22 


20 
8 
61 
16 
6 
4 
5 

5 

6 

44 

26 

7 

8 
9 


•71 


18 
2 

2 

1 


9 

16 

11 

12 

1 

1 

5 

4 

2 

6 

22 

19 

2 

2 

1 

I 

75 

38 

4 

4 

1 

1 

4 

6 

0 

0 

2 

4 

26 

21 

17 

30 

2 

4 

36 

33 

11 

7 

Range  of 
compensa- 
tion 


$3,000-86.500 


8.000-6.000 
2.700-7.000 
1.200-5.000 


600-4.250 
t540-1.260 

240-5.000 
t300-1.500 

720-4.200 

90O-1.600 
2,000-4.000 

840-1.500 

1.81O-4.100 

30O-3.000 

1360-    960 

480-1.200 

t300-    600 
360-1.200 


1. 080-4. 5U0 
5.000-6.000 

1.200-2.500 

1.300 

1.000-5.000 

700-4,000 

2.500 

1.400-3.000 

600-2.000 

600-3.000 

600-900 

5.000 

720-20.000 

900-2. 400 

4,000 

1.060-4.000 

1.200-4,500 

1.400-3.500 

1,800-10.000 

t36O-$1.200 
600-1,500 
540-6.000 

1.50O-4.000 


t  Rates  pressribed  by  law  or  departme  tt  e  cecative.  . 

•  Number  of  dktinctive  rates  within  the  service.     (Ca  obtaiainj;  this  total,  rates  which  were 
duplieated  in  the  sevend  groups  were  counted  only  once. ) 
t  With  maiotenanee. 
a  Some  postiions  grant  maintenance  and  others  do  not. 
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Comparative  Table — Continued 


Link  of  Work 
(Proposed  group) 


PROFESSIONAL  AND 
SOBNUFIC  —  ConHnued 

24.  Veterinarian 

25.  Zoologist 


Total 


1. 
2. 
3. 
4. 
5. 
6. 

7. 

8. 

9. 

10. 


EDUCATIONAL 

Artist 

Instructor  of  the  blind.. . 

Curator 

Educational  specialist . . . 

Health  lecturer 

Institution    teacher    and 

lecturer 

Librarian 

Regents  examiner 

Teacher  and  lecturer 

Publicity  Bi)ecialist 


Total. 


INVESTIGATIONAL  AND 
EXAMINING 

1 .  After-care  agent 

2.  Bank  examiner 

3.  Civil  Service  examiner. . . 

4.  Examiner    of    compensa- 

tion claims 

5.  Examiner   of   corporation 

tax 

6.  Examiner    of    documents 

and  records 

7.  Industrial  code  examiner 

8.  Industrial  mediator 

9.  Insurance  examiner 

10.  Examiner  of  local  assess 

ments 

n.  Miscellaneous  investif^ator 

12.  Examiner     of     mumcipa) 

acooimts 

13.  Parole  officer 

14.  Referee  (transfer  tax) 

15.  Social  investificator 

16.  Special  franchise  appraiser 

17.  Transportation  agent 

18.  Underwriter 

Total 


Pbopooed  Classification 


Num- 
ber of 
distinc- 
tive 
titles 


1. 
2. 
3. 


5. 
6. 
7. 
8. 


INSPECTIONAL 

Inspector  of  bees 

Ini^ector  of  buildings .... 

Inspector  of  dairy  prod- 
ucts and  foods 

Inspector  of  engineering 
works 

Excise  inspector 

Inspector  of  farms 

Fisn  and  game  protector. . 

Forest  ranger  and  olwcrver 


137 


10 
7 
3 
b 
1 


34 


11 
1 
2 
3 

1 

4 

4 
4 
1 
5 
3 
1 
2 


Number 

ofdistinc- 

iive  rates 

within 

groups 


60 


1 
1 

4 

7 
3 
1 
» 
3 


11 
6 


♦50 


7 
9 

15 
6 

13 

23 

9 


♦31 


3 
15 
13 

23 

15 

17 

4 
10 
15 

1 
12 

12 

13 

6 

16 

15 

7 

8 


•28 


1 
6 

18 

K 
11 
.  5 
17 

8 


Range  of 
compensa- 
tion 


$900-3.300 
1,060-1,680 


1,20(V-1.080 
720-1,800 

1.80(H5.700 
960-1.560 

^480-1.560 
600-5.700 
960-1,800 

1.800-2.580 


teOO-  720 
1,80(^5.400 
1,440-4.500 

1.080-6.000 

1.560-5,100 

1.080-3.900 
2.820-3.540 
2.160-4.800 
1.800-5.400 

1.680-2.160 
1.080-2.580 

1.800-4.800 
840-2,340 
2,520-3.900 
1,080-4,500 
1,680-5.100 
960-1.560 
1.200-2,340 


780 
1,200-1.800 

900-3.060 

960-1.800 
960-3.060 
1.800-2.680 
840-4.200 
50  monwly- 
1,560  an- 
nually 


Prsskkt 


Num- 
ber of 
distinc- 
tive 
titles 


271 


2 
7 

29 
1 

4 
34 
15 

5 

97 


12 
1 
3 
3 

1 

7 

2 
4 
1 
6 
3 
3 
3 


Number 

ofdistino- 

tive  rates 

within 

groups 


69 


1 

4{ 

sl 

12; 

li 

51 
3i 


♦88 


2 
5 

11 
1 

7 

15 

8 


•25 


3 
11 

7 


3 

10 
1 

3 

17 

1 

4 

4 
7 

a 

8 
5 
5 
3 


•44 


Range  of 
compensa- 
tion 


$1,200-3.000 
1,200 


720-1.800 
600-1.020 

1.500-5.000 
1.000 

t540-l,500 
420-5.000 
900-2.400 

2.000-3.000 


t516-1.200 
2.424-5.400 
1,200-3.000 

1,000-«.000 

1.500-5.000 

1.500-4,800 

3.500 

2,000-2.800 

1.80O-6.000 

1.500-4,000 

2.40O-4.000 
720-1,800 
2.500-4.000 
1.200-3.500 
1,800-4.000 
900-1.500 
1,30(^1.800 


800 
1,200-2.500 

720-2.700 

1.080-2,000 

1.000-1,500 

2,400 

90O-4.000 

50  monthly- 

1,500  an- 

naaUy 


a  Standard  speeificuliuns  for  appropriate  grades  within  this  Group  will  be  Cistablished  when  the 
scope  and  importance  of  the  museum  activities  warrant  the  creation  of  positions  for  this  Group. 

b  Standard  Hpecifications  for  appropriate  grades  within  this  Group  will  be  established  when  an  institu- 
tion of  learning  is  placed  under  tne  direct  control  of  the  Board  of  Regent.<)  and  the  President  of  the 
University  of  the  State  of  New  York. 

•  Number  of  distinctive  rates  within  the  service.  (In  obtaining  this  total,  rates  which  were 
duplicated  in  the  several  groups  were  counted  only  once.) 

X  With  maintenance. 
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Comparative  Table — Concluded 


Line  or  Work 
(Prcvoaed  group) 


INSncnONAL— CoMfiniMrf 

9.  Industrial  inspector 

10.  Inspector    of    nuwhsniml 

appliances    and    equip- 
ment  

11.  Inspector    of    mines    and 

tuaneis 

12.  Miscellaneous  ins|>ector . . 

13.  Inspector  of  plant  industry 

14.  Inspector  of  public  service 

Total 


8KILLBDLABOK 

1.  Animal  husbandry. . 

2.  Artisan-foreman .... 

3.  Blacksmith 

4.  Bricklayur 

6.  Ckrpenter 

6.  CSiauffeur 

7.  Chauffeur  examiner. 

8.  Cook 


9. 
10. 
11. 

12. 
13. 
14. 
15. 
16. 
17. 
18. 
10. 
20. 

21. 
22. 


and 


24. 


Diver 

Electrician 

Electrical     operator 

steam  engineman 

Elevatorman 

Exhibit  worker 

Fishhatchery  foreman . . . 
Florist  and  gardener .  .  . . 

Janitor 

Machinist 

Marine  worker 

Health  guard 

Miscellaneous      skilled  - 

laborer 

Nursery  foreman 

Painter 

Photographer 

Plumber  and  steamfitter 

Preparator 

Printer 


27. 
28. 


ao. 

31. 

82. 
33. 
34. 


Sheet  metal  work  and 
roofer 

Steam  roller  engineman. . 

Stonemason  and  stone- 
•tttter 

Taxidermist 

Technical  assistant 

Upholsterer 

Superintendent  of  game 
Dird  farm 


1. 
2. 


Total 

LABOR 

» 

Speeial  laborer . 


8.  Wgfnhman. 


Total. 


GRAND  TOTAL. 


Proposed  CLAssiriCATioN 


Num- 
ber of 
distinc- 
tive 
titles 


67 


2 
4 

3 
1 
1 
1 
1 
1 
2 
6 


Number 

ofdistino- 

tive  rates 

within 

groups 


06 


2 
12 


423 


19 


12 

6 
11 
15 
10 


«36 


9 
7 
7 
5 

12 
7 
3 

11 


8 
10 

9 
5 
4 
4 
5 
8 
11 
12 
5 

11 
5 

10 
9 
8 
7 
7 
2 

7 
3 

4 
6 
7 
3 


Range  of 
compensa- 
tion 


♦33 


16 
9 


8 


♦21 


t68 


81.200-^.000 


1,080-3,060 

1.440-2.160 

1,080-2.340 

900-3,300 

900-3.540 


840-1.800 
1.200-2.160 

540-1.140 
1.200-1,560 

540-1.320 

960-1.440 
1,320-1.660 
15-60 

monthly 
4-5  per  day. 

720-1,200 

840-1.560 

840-1.440 
720-  960 
720-  900 
960-1.140 
960-1.200 
840-1.320 
540-1,440 
720-1.660 
840-1.080 

720-1,440 
720-  960 
720-1.320 
960-2.340 
540-1.440 
840-1.200 
600-1,560 
480-540 

900-1,440 
900-1.020 

1.200-1.560 
840-1,200 
600-1.020 
900-1,020 

1,560-2,160 


480-1.560 
300-    660 


480-    900 


Present 


Num- 
ber of 
distinc- 
tive 
titles 


11 


1 

5 

6 

13 


Number 
of  distinc- 
tive rates 
within 
groups 


Range  of 
compensa- 
tion 


78 


3 
16 
2 
a 
4 
3 
2 
3 


1 
1 
1 
1 


94 


40 
15 


9 
64 


1.107 


8 


I 


•41 


$1,200-6.000 


1.080-3.500 

1.800 

1,200-2.500 

720-2,000 

900-4. 500 


3 

12 

6 

>2! 

41 
6, 


2 

8 

9 
3 
1 
1 
1 
4 
4 
16 
2 

5 
1 
3 
3 
6 
3 
2 
1 

3 
1 

1 
1 

4 
1 


♦51 


24 

19 


12 


♦36 


tl62 


$00O-$2.000 
900-2.200 
600-1,200 

626-1.400 
1,000-1.800 
1.200-1.800 
15-50 

monthly 
5  per  day. 

720-1,140 

792-1,812 

90O-1.500 

720-1.200 

720 

1.080 

1.200 

60O-1.400 

620-1.500 

60O-1.980 

900-1.000 

600-1.200 

900 

800-1.252 

1.200-2.760 

840-1.540 

840-1.200 

720-1.300 

620 

900-1.602 
960 

1.627 

900 

640-    900 

1.000 

2.000 


240-1.800 
336-    840 
5-16 
monthly 
420-^1,200 


a  At  the  present  time  there  are  no  employes  appraised  within  this  Group. 

•  Number  of  distinctive  rates  with  the  Service.  (In  obtaining  this  total  rates  which  were 
dnlicated  were  counted  only  once.) 

f  Number  of  distinotive  rates  wtohin  the  entire  classification.  (In  obtaining  this  total,  rates 
whloh  were  dog>Maated  in  the  several  Services  were  counted  only  once.) 
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The  classification  on  the  opposite  page  shows  the  rates  whidi 
now  exist  under  the  present  schedule  for  positions  in  the  State 
hospitals,  charitable  institutions,  reformatories  and  prisons.  The 
classification  shows  the  wide  disparity  of  rates  which  are  paid 
for  the  same  or  similar  kinds  of  employments  in  these  institu- 
tions. This  disparity  and  inequality  exist  as  a  result  of  tlie 
lack  of  control  and  absence  of  standards  for  these  positions. 


(c)  Irregvlarity  and  RapidUy  of  Salary  Increases  and 
Promotions. 

The  following  is  a  table  of  the  average  length  of  service  (in 
months)  and  the  average  salary  increase  (in  dollars)  for  each  ad- 
vancement, and  the  average  salary  increase  (in  dollars)  for  each 
year  of  service  for  clerks  in  the  departments  of  the  Comptroller, 
Insurance,  Health,  Secretary  of  State,  Labor  and  Education. 


WDOunt 
number        lahuy 
Total  Total  ToUl  ATerace  rooaiht        increaaa 

number        number       amount  inoreaae  per  per 

yean  of      advance-     of  i  alary  per  adranoe-    advanoe- 

■ervioeCO        ments       increase  annum  ment  mant 

Comptroller 180  134  $31,020  $172.00  16  $231 

Insurance    142  101  16,360  115.00  17  162 

Health  68%  28  o,520  80.80  29  197 

Secretary  State. .  123%  66  9,360  75.80  22  142 

Labor 120  42  7,840  65.26  34  187 

Education   393%  133  18,660  47.40  36  140 

(1)  This  table  is  based  upon  service  records  from  January  1.  1910  to  January 
30,  1015,  using  the  total  length  of  service  for  each  employe.  The  figure  for  the 
Department  of  Labor  is  somewhat  affected  by  the  very  marked  recent  Increase  In 
force,  being  less  reliable  for  that  reason  than  the  other  figures. 

Analytical  tables,  in  detail,  including  an  analysis  rate  of  in- 
crease per  advancement,  length  of  service  per  advancement  and 
rate  of  increase  per  annum  for  engineers  are  contained  in  Ex- 
hibit II. 

This  table,  reflecting  the  comparative  rapidity  of  salary  in- 
creases by  department,  shows  the  extent  to  which  the  arbitrary 
and  rigid  system  of  advancement  and  promotion  has  resulted  in 
unnecessary  discrimination  against  departments  in  which  the  op- 
portunity for  advancement,  because  of  the  concentration  of  posi- 
tions carrying  relatively  low  salaries.  Is  restricted 
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The  table  further  shows,  which  is  of  perhaps  greater  signifi- 
cance, that  an  abnormally  high  rate  of  salary  increase  has  devel- 
oped in  certain  departments  —  a  factor  which  explains  in  large 
part  the  accumulation  of  over  payment. 

(d)  Irregtdarity  of  Titles  for  Work  of  SinUUw  Orade  wad 
Chamcter. 

Irregularity  of  titles  bears  close  relation  to  irr^ularity  of  sal- 
ary rates  being  traceable  directly  to  the  same  causes.  The  com- 
parative classification  of  employments  above  referred  to  which 
summarizes  also  the  present  variety  of  titles,  shows  that  there  are 
approximately  943  fictitious  or  unnecessary  titles  in  the  state 
service  today  which  may  be  grouped  according  to  the  general 
class  of  work  performed  thereunder,  as  follows:^ 

FietHioiu  UoneoesMry 

ard  or  Non- 

Mwliwiing  d«criptiT« 

Clerical 

Clerk  (miscellaneous)    174  91 

Stenographer  and  Typist 41  12 

Bookkeeper 19  5 

Private  Secretary    3  1 

Other 14  6 

Professional  and  Scientific 201  53 

Inspectional 43  17 

Investigational  and  Examining 31  18 

Other  Services 160  64 

The  lack  of  standard  titles  stands  in  the  way  of  businesslike 
administration  for  the  followitig  reasons: 

First — Fictitious  titles  complicate  the  examining  procedure  of 
the  Civil  Service  Commission  and  make  it  difficult,  in  many  in- 
stances impossible,  to  hold  practical  examinations.  For  example, 
a  position  is  created,  under  the  title  of  draftsman  at  $1600  per 
annum.  The  work  to  be  performed  is  clerical  in  character  which 
would  logically  warrant  a  compensation  of  from  $840  to  $1200 
per  annum.  This  hypothetical  case,  which  corresponds  to  existing 
irregularities,  points  to  the  difficulties  of  adjusting  an  examination 
to  the  actual  requirements  of  a  position  which  has  a  fictitious  title. 

1  See  Part  V  for  comparative  analyels  of  present  and  proposed  olaBsification, 
thcming  overpayment  and  underpayment  and  variety  of  titles. 


Second. —  fictitious  titles  lead  to  arbitrary  restrictions  upon 
the  administrative  officials  in  assigning  employees.  A  rule  of  civil 
service  administration  —  and,  if  properly  construed,  a  sound  rule 
—  provides  that  a  civil  service  employe  may  only  perform  tbose 
duties  which  are  consistent  with  his  title. 

Each  administrative  official  is  charged  with  certifying  on  pre- 
scribed payroll  forms  as  a  basis  for  payroll  audit  by  the  Civil 
Service  Conunission  and  the  Comptroller  that 

'^  Persons  named  on  the  payroll  are  employed  solely  in  the 
several  duties  of  positions  and  employments  indicated." 

In  this  connection  it  may  be  said  that  because  of  the  accumula- 
tion of  misleading  titles  there  is  hardly  a  payroll  of  the  State 
government  which  is  not  incorrectly  certified  to  from  month  to 
month. 

m 

2.  Manner  and  Methods  of  Recruiting  and  Controlling  Employes. 

The  Civil  Service  Law  divides  the  civil  service  of  the  State 
into  two  divisions  —  the  unclassified  service  and  the  classified 
service,  which  now  aggregate  16,941  positions.^  The  unclase&fied 
service,  which  includes  994  positions  comprises  the  following: 

(a)  All  elective  offices. 

(b)  All  offices  filled  by  election  or  appointment  by  the 
Legislature  on  joint  ballot 

(c)  All  persons  appointed  by  name  in  any  statute. 

(d)  All  legislative  officers  and  employes. 

(e)  All  offices  filled  by  appointment  by  the  (jovemor 
either  upon  or  without  recommendation  by  the  Senate,  except 
officers  and  employes  in  the  executive  offices. 

(f)  All  election  offices  or  heads  of  any  department  of  the 
government 

(g)  Persons  employed  in  or  who  are  seeking  to  enter  the 
public  service  as  superintendents,  principals  or  teachers  in 
a  public  school  or  academy  or  in  a  State  normal  school  or 
coUega 

The  classified  service  includes  all  other  positions. 
The  unclassified  service  under  the  law  is  not  subject  to  any 
conditions  governing  appointment  except  those  which  are  specifi- 

1  Aa  of  Jan.  1,  1916. 
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cally  Teferred  to  therein.  The  classified  service,  which  now  in- 
cludes 15,947  positions,  is,  under  the  law,  subject  to  such 
rules  as  the  State  Civil  Service  Commission  shall  make  in  rela- 
tion to  the  classification,  appointment^  promotion  and  other  phases 
of  civil  service  controL 

The  classification  of  the  employments  of  the  so-called  classified 
service  and  the  recruiting  and  controlling  of  employes  placed  in 
the  competitive  classes  represent  the  primary  object  of  the  State 
Civil  Service  Commission.  The  Commission,  operating  under  the 
existing  laws,  would  be  charged  with  the  execution  of  those  func- 
tions embraced  within  the  proposed  standardization  program 
which  relate- to 

First —  The  regulation  and  control  of  conditions  govern- 
ing appointment  to  the  service. 

Second. —  The  r^ulation  and  control  of  conditions  gov- 
erning advancement  and  promotion  within  the  service. 

The  constructive  idea  underlying  the  first  function  is  to  recruit 
employes  for  the  State  service  who  have  demonstrated  thd  highest 
degree  of  fitness  for  the  tasks  they  are  to  assume ;  the  constructive 
idea  of  the  second  is  to  secure  to  those  employes  an  opportunity 
to  work  out  their  careers  on  the  basis  of  merit  and  fitness 

An  investigation  of  the  content,  standard  and  procedure  of  the 
examinations  and  other  practices  of  the  Civil  Service  Commission 
has  been  undertaken  by  the  Committee  in  order  to  determine  the 
extent  to  which  adequate  and  uniform  factors  of  ability,  training 
and  experience  have  been  prescribed  by  the  Civil  Service  Com- 
mission as  a  basis  for  entrance  into  the  State  civil  service. 

This  investigation  is  still  in  progress.  The  results  developed 
show  concretely  wherein  much  of  the  practice  of  Civil  Service 
Commissions  in  the  past  should  be  revised  in  order  to  install  and 
enforce  the  standards  proposed  by  the  Senate  Committee.  This 
investigation  will  be  concluded  within  the  next  two  weeks  and 
will  be  the  subject  of  a  second  report  to  the  Legislature. 

This  report  will  be  essentially  constructive  in  character,  in- 
tended to  indicate  the  changes  in  law  and  practice  necessary  to  a 
proper  development  of  civil  service  control.     The  findings  and 
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recommendations  of  the  Senate  Committee  will  be  presented  with 
particular  reference  to  the  following  and  related  subjects: 

1.  Duties  and  activities  of  the  Civil  Service  Commission 
sitting  as  a  board  of  control. 

2.  L^al  classification  of  State  ^nployments  and  employes. 

3.  System  of  making  appointments  to  the  service. 

(a)  Limitations  of  law. 

(b)  Limitations  of  practice. 

4.  System  of  making  promotions. 

(a)  Limitations  of  law. 

(b)  Limitations  of  practica 

5.  Preparation  and  installation  of  service  and  efficiency 
records. 


ClU 

VL    AHALTSIS  OF  PROBLEMS  PECULIAR  TO  INSTITUTIONAL 

SERVICE 

The  hospitals  for  the  insane  represent  an  important  group  of 
the  institutions  of  the  State  under  distinct  management  and  con- 
troL  Important  strides  have  been  made  during  the  last  ten  years, 
through  the  action  of  the  Hospital  Commission  and  the  hospital 
superintendents,  to  standardize  conditions  of  employment  in  this 
branch  of  the  State  government.  The  Senate  Committee  has 
followed  many  suggestions  from  the  present  rules  and  practice 
governing  these  institutions  and  incorporated  them  into  the  pro- 
posed schedules  for  the  Institutional  Service. 

The  reason  for  specifying  standard  rates  of  pay,  standard  work 
requirements,  standard  qualifications  (in  terms  of  ability,  experi- 
ence and  training),  and  standard  titles  for  each  line  of  employ- 
ment has  been  set  forth,  is  that  the  individual  line  of  work 
possesses  distinct  employment  conditions  in  these  respects.  It 
has  been  further  pointed  out  that  from  the  viewpoint  of  condi- 
tions governing  advancement  and  promotion,  hours  of  work,  etc., 
the  principal  lines  of  employment  of  the  State  service  possess  com- 
mon characteristics  which  suggest  the  application  of  general  rules 
with  respect  to  salary  increases,  promotion,  and  related  conditions. 
One  service,  however,  possesses  characteristics  which  so  com- 
pletely differentiate  it  from  the  other  services  of  the  State  govern- 
ment as  to  require  special  treatment,  namely,  the  Institutional 
Service. 

The  State  hospitals,  prisons  and  other  institutions  of  the  State 
government,  which  comprise  the  Institutional  Service,  represent 
about  forty  per  cent,  of  the  Staters  personnel.  This  service  pr^ 
sents  several  problems  and  conditions  of  employment  which  do 
not  exist  in  any  other  division  of  the  State  government.  Tk  'rrc 
problems  will  be  discussed  under  the  following  headings: 

1.  Maintenance. 

2.  Commutation. 

3.  Special  Conditions  Affecting  Rates  of  Pay. 

4.  Problems  of  Special  or  Extraneous  Duties. 

5.  Problem  of  "  Special  Attendant ". 

6.  Problem  of  "  Chief  Supervisor ". 

7.  New  Positions  and  Titles. 

8.  Probationary  Period  and  Service  Records  in  Relation 

to  Advancement. 
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1.  Maintenance. 

In  accordance  with  the  standard  specifications,  the  employes  at 
the  several  institutions  should  be  granted  full  maintenance  con.- 
sisting  of  meals,  lodging  and  laundry.  Arrangements  should  be 
made  so  that  the  employes  can  be  accommodated  at  meals  in  ap- 
propriate dining-rooms  and  lodging  provided  in  nurses'  homes, 
attendants'  homes  or  other  available  dormitories,  the  assignment 
of  rooms  and  distribution  of  employes  being  left  to  the  several 
superintendents  subject  to  the  approval  of  the  governing  depart- 
mental agency.  Each  employe  should  be  granted  the  nimiber  of 
pieces  of  laundry  provided  in  the  laundry  schedule  adopted  by 
the  governing  departmental  agencies  for  all  the  institutions  after 
considering  the  recommendations  of  the  superintendents  of  the 
several  institutions. 

Stewards  should  be  granted  maintenance  for  their  families. 
Where  quarters  are  available  junior  stewards  and  assistant  stew- 
ards should  also  be  granted  maintenance  for  their  families  after 
an  appraisal  of  the  service  and  upon  approval  of  the  departmental 
agency  in  recognition  of  efficient  service, 

2.  Commutation. 

There  are  two  fundamental  reasons  for  granting  commutation 
or  a  money  allowance  for  meals  and  lodging.  First,  in  some  in- 
stitutions there  is  a  lack  of  accommodations  both  for  lodging  and 
meals  for  employes.  Second,  it  often  happens  that  married  people 
are  able  to  work  for  the  State  only  on  condition  that  commu- 
tation is  granted.  In  order  not  to  deprive  the  State  of  the  service 
of  these,  commutation  should  be  granted  in  lieu  of  maintenance. 

(a)  Amount  of  Commutation  in  State  Institutions. 

The  following  figures  show  the  extent  of  commutation  granted 
at  the  several  institutions.  In  1912-1913,  when  there  was  a 
$3.00  allowance  for  each  of  the  three  daily  meals  and  lodging  in 
the  State  hospitals  and  $4.00  in  the  charitable  institutions^  the 
total  commutation  in  all  State  institutions  was  $175,634.63;  in 
1913-1914  ($4.00  allowance)  the  total  was  $182,848.51 ;  and  in 
1914-1915,  as  shown  in  the  aooompanying  table,  the  total  was 
$200,922.84. 
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Amount  of  Commutation"  in  State  Hospitals  fob  Insans 

Criminals  and  Insane  Convicts 


NAMa]or|Ho«prrAL 


Number  of 
inmatwi 


Comma- 

tation, 

1916— 

Number 

reoeired, 

4 


Total  Comkutahom,  1915 


Total 
number 


Total 
amount 


State  hoepital. 


Total. 


532 
(Full 


{23g3/ 


48 


maintenance 


48 


$2,413  58 


$2,413  58 


(b)  Scope  of  Proposed  Begviations  Ooveming  Mainte- 
nance and  Commutatioru 

Inasmuch  as  maintenance  or  commutation  may  be  r^arded 
as  part  of  the  salary  or  wage  compensation,  the  following  rules 
established  in  the  Code  of  Emulations  (see  Part  III)  should  be 
applied  under  the  direction  of  the  Civil  Service  Commission. 

All  positions  which  entitle  incumbents  to  less  than  $900  and 
maintenance  should  be  grouped  within  a  definite  class  in  the 
granting  of  commutation.  Positions  which  entitle  incumbents  to 
at  least  $900  and  maintenance  and  less  than  $1560  and  main- 
tenance should  be  grouped  within  another  class  in  granting  com- 
mutation. Positions  which  entitle  incumbents  to  at  least  $1560 
and  maintenance  should  be  grouped  within  a  third  class  in  grant- 
ing commutation.  Employes  in  the  first  class  should  be  allowed 
commutation  to  the  extent  of  $4  per  month  for  each  of  the  three 
daily  meals  and  $4  for  lodging  per  month  in  case  no  accommoda- 
tions are  available  or  in  case  it  is  expedient  and  necessary  to 
employ  married  people  who  cannot  be  accommodated  at  the  insti- 
tutions. Employes  in  the  second  class  should  be  granted  commu- 
tation allowance  of  $5  per  month  for  each  of  the  three  daily  meals 
and  $5  for  lodging  per  month  where  accommodations  are  not  avail- 
able. An  appraisal  should  be  made  of  the  maintenance  allow- 
ance for  employes  in  the  third  class.  In  granting  commutation 
the  Superintendents  of  the  several  institutions  should  furnish 
to  the  governing  departmental  agency  the  necessary  facts  with 
respect  to  requests  for  commutation. 
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(c)  Report  of  Appraisal  and  Use  of  Houses  or  Other 
State  Property  Available  for  Employes. 

At  some  institutions  there  are  small  cottages  which  are  avail- 
able for  employes.  As  a  rule  these  houses  are  assigned  to  employes 
in  lieu  of  lodging  or  at  what  may  be  regarded  as  a  monthly  rental 
of  $4.  In  order  that  the  records  may  be  satisfactorily  kept  in  re- 
gard to  maintenance  and  commutation  of  employes,  the  superin- 
tendents of  the  several  institutions  should  present  to  the  standard- 
ization agency  designated  by  law,  a  statement  from  time  to  timo 
covering  the  values  of  these  houses.  In  this  way  the  salaries 
and  wages  can  be  satisfactorily  recorded. 

It  is  suggested  that  the  annual  reports  of  the  governing  depart- 
mental agencies  contain  an  analyzed  statement  of  the  commutation 
granted  including  the  appraised  value  of  the  cottages  available. 

3.  Special  Conditions  Affecting  Bates  of  Pay. 

In  the  State  hospitals  for  insane  criminals  and  insane  convicts 
there  are  several  problems  of  hospital  management  which  are 
peculiar  to  the  institutions  and  have  a  direct  bearing  upon  the 
salary  and  wage  rates  of  employes.  (1)  In  the  first  place  it 
should  be  noted  that  the  criminal  insane,  particularly  insane 
felons,  are  a  more  dangerous,  violent,  and  cunning  class  of 
patients  than  those  in  the  other  institutions,  and  consequently 
are  more  difiicult  to  handle.  (2)  The  surroundings  in  a  civil 
institution  are  more  congenial  and  the  social  conditions  are  some- 
what better  than  those  in  hospitals  for  insane  criminals  and  insane 
convicts.  (3)  In  other  states,  the  salary  rates  in  institutions  or 
parts  of  institutions  assigned  to  insane  criminals  and  insane  con- 
victs are  generally  higher  than  in  other  institutions  or  parts  of 
institutions  where  insane  patients  are  not  of  these  classes.  In 
institutions  where  both  criminal  insane  and  civil  insane  are  com- 
mitted, attendants  selected  from  the  better  grade  of  employes 
are  assigned  to  the  former  class.  (4)  In  institutions  for  insane 
criminals  and  insane  convicts  the  work  of  the  attendants  is  some- 
what similar  to  the  work  of  a  prison  guard  in  State  prisons. 
There  is  an  apparent  disparity  in  the  rates  of  pay  for  the  em- 
ployes in  the  two  kinds  of  institutions.  (5)  In  this  connection 
it  shoul3  be  pointed  out  also  that    it  is  more  difficult  to  attract 
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and  retain  employes  for  these  hospitals  than  for  the  other  State 
institutions. 

.  (a)  Proposed  Salary  Bates  for  Maiteaavan  State  Hospital. 

Baaed  upon  these  facts  a  scheme  of  salary  rates  has  been  formu- 
kted  in  order  to  meet  the  problems  connected  with  the  manage- 
ment of  the  Matteawan  State  Hospital. 

Pbopossd 


Atteodants  (male) 

Attcodanta  (female) 

^barfla  attandaDt  assistant) . 
Charge  attendant  (male) .... 
Qiarge  attendant  (female) . . . 

Chief  attoidant  (male) 

Chief  attendant  (female) 


Annual 
Entrance 

Antm*] 

rate, 
after 
two 

Annual 
rate, 
after 
three 

Annual 
rate, 
after 
four 

Annual 

rate, 

after 

five 

rate, 
after 

rate 

four 
months 

years 

four 

months 

years 

four 

months 

years 

four 

months 

years 

four 

months 

360 
270 

S90 
300 

460 
360 

480 
300 

510 
420 

"460 
360 
600 
600 

■"480 
390 
720 
630 

*6i6 
420 
840 
760 

"640 
450 

"'670 
480 

"mo 

610 

Annual 
rate, 
after 
■U 
years 
four 

months 


640 


660 
640 


(6)  Proposed  Salary  Rates  for  Dannemora  State  Hos- 
pital, 

The  scheme  of  salary  rates  formulated  for  Dannemora  State 
Hospital  follows: 

Proposed 


Attendants  (noale) 

Attendants  (female) 

(Charge  attendant  assistant) 
Charge  attendant  (male) ... 
Charge  attandant  (f  emiJe) . . 

Chief  attendant  (male) 

Chief  attendant  (female) 


Annual 

Entrance 

rate 


360 


480 

t    a     •    « 

720 


Annual 
rate, 
after 
four 

months 


300 


610 
750 


Annual 

rate, 

aftar 

two 

years 

four 

months 


460 


640 
870 


Annual 
rate, 
aftar 
three 
years 
four 

months 

rate, 
aftar 
four 
years 
four 
months 

Annaal 

rate, 

afiar 

five 

years 

four 

months 

480 

610 

"'670 

"eoo 

"660 

Annual 

rate, 

after 

six 


four 
months 


640 
720 


(c)  Regulations   Governing  Proposed  Salary   Rates  for 
Matteawan  and  Dannemora, 

For  each  class  of  work  referred  to  in  Matteawan  and  Danne- 
mora State  Hospitals  there  should  be  a  probationary  period  of 


ex 

four  months^  at  the  end  of  which,  in  the  event  of  satisfactory 
work,  there  should  be  granted  an  increase  of  $30  in  the  annual 
rate. 

The  yearly  increase,  after  the  end  of  the  probationary  period, 
should  be  $30  where  the  annual  salary  is  less  than  $600  with  the 
exception  of  the  maximum  rate  for  attendants  (male)  in  both 
Matteawan  and  Dannemora,  which  should  be  granted  only  after  an 
additional  two  years  of  service.  When  the  salary  rates  are  above 
$600  the  increases  following  the  probationary  period  should  be 
annual  in  increments  of  $60  until  the  maximum  is  reached. 

Charge  attendants  who  are  graduates  of  training  schools  should 
have  an  additional  annual  compensation  of  $30  in  recognition  of 
the  training  and  experience.  It  may  be  noted  here,  too,  that  in 
case  there  is  need  of  nurses  and  charge  nurses  at  Dannemora  State 
Hospital  the  r^ular  salary  rates  as  proposed  in  the  specifications 
for  the  nurse  group  of  the  professional  and  scientific  service  should 
be  granted. 

(d)  Proposed  Salary  Boies  for  Bay  Brook  wnd  Port  of 
New  York. 

Owing  to  the  peculiarly  undesirable  features  connected  with 
employment  at  the  hospital  for  the  treatment  of  incipient  tuber- 
culosis and  at  the  quarantine  hospitals  at  the  port  of  New  York, 
an  additional  compensation  of  $120  should  be  granted  to  attend- 
ants, charge  attendants  and  chief  attendants.  In  case,  however, 
convalescent  patients  are  assigned  to  this  work  a  deduction  of  $60 
should  be  made  regularly  from  the  special  annual  rate  in  con- 
sideration of  special  care  and  treatm^it. 

4.  Problem  of  Special  or  Extraneous  Duties. 

In  institutions  where  it  is  found  necessary  to  have  a  perma- 
nent night  ward  service  and  where  it  is  expedient  not  to  assign 
attendants  to  night  service  for  purposes  of  training,  $2  should  be 
added  to  the  monthly  rate  providing  the  service  has  been  consecu- 
tive for  at  least  a  month.  Owing  to  the  extreme  difficulty  of 
getting  ward  employes  to  do  night  service  at  Dannemora  State 
Hospital,  due  to  peculiar  local  conditions,  a  maximum  of  $5 
should  be  added  to  the  monthly  rate,  providing  the  service  has 
been  consecutive  for  at  least  a  month. 
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(a)  Regulations  Ooveming  Extra  Service  as  Fire  Patrol- 
man.  Musician  and  Baaidmaster, 

It  is  generally  recognized  that  a  properly  organized  fire  com- 
pany is  necessary  at  an  institution.  This  is  apparent  when  one 
realizes  that  the  buildings  and  equipment  at  Manhattan  State 
Hospital  are  valued  at  $4,420,000,  and  that  the  personal  property 
is  valued  at  $341,000.  It  should  be  pointed  out  also  that  at  this 
institution  there  are  about  5,000  patients  and  over  800  employee. 
This  will  serve  as  an  illustration  of  the  extent  of  property  and 
life  to  be  protected  from  fira 

It  is  reci^nized,  too,  that  a  band,  orchestra  or  other  musical 
<>rganization  has  a  wholesome  effect  upon  the  inmates  of  the 
institutions. 

These  organizations  can  be  satisfactorily  recruited  from  the 
employes.  Where  institutional  employes  are  assigned  the  duties 
of  fire  patrolmen,  musicians  or  bandmasters,  in  addition  to  their 
regular  dulties,  an  additional  annual  oompensation  should  be 
allowed  as  follows: 

Fire  Patrolman  —  $60. 

Musician  —  $48,  $60. 

Bandmaster  —  $300,  $360,  $420,  $480. 

These  additional  salary  rates  to  be  designated  for  the  above 
extraneous  duties  should  be  conditional  upon  appraisal  under  the 
rules  of  the  State  Civil  Service  Commission  indicating  that 
the  rates  designated  do  not  exceed  the  value  of  the  work  to  be 
performed. 

(6)  Regulations  Ooveming  Extra  Service  as  Captain  or 
Major  in  a  Military  Orgamzation  at  a  State 
Reformatory. 

As  the  military  organization  in  a  State  reformatory  composed 
of  inmates  and  several  picked  employes  is  an  important  factor 
in  the  discipline  and  training  of  inmates,  and  as  the  positions  of 
captain  of  a  company  and  major  of  a  battalion  must  be  filled 
from  the  more  desirable  and  better  trained  employes,  $5  should 
be  added  to  the  monthly  rate  in  recognition  of  the  additional 


responsibilities  and  duties  attached  to  the  satisfactory  perform- 
ance of  this  extra  service  and  responsibility. 

5.  Problem  of  ''Special  Attendant/' 

(a)  Origin  of  amd  Practice  Regarding  '^Special  Attendant/^ 

At  the  present  time  Ihe  title  ^^  Special  Attendant"  prevails  in 
the  State  hospitals  for  the  insane  with  a  range  of  rates  from  $516 
to  $600  for  men  and  $420  to  $516  for  women.  The  theory  in 
creating  the  position  "Special  Attendant"  was  to  make  it  pos- 
sible to  assign  to  the  different  services  of  the  institution  employes 
who  have  skill  or  ability  along  some  particular  line  but  who  are 
not  entitled  to  the  payment  of  the  ordinary  or  prevailing  rates  for 
such  work.  By  this  scheme  it  is  possible  for  a  superintendent  to 
assign  employes  at  the  above  rates  to  almost  any  service  or  em- 
ployment in  his  institution. 

In  practically  all  of  the  hospitals  for  the  insane  a  large  number 
of  employes  are  carried  on  the  payroll  under  the  title  of  "  Special 
Attendant "  to  which  a  descriptive  title  is  sometimes  affixed.  As 
an  illustration  of  the  variety  of  work  to  which  these  employes  are 
assigned,  it  is  of  interest  to  note  that  the  following  are  carried 
on  the  payroll  of  one  of  the  largest  State  hospitals  as  "  Special 
Attendant " : 

Coachman  Transfer  agent 

Barber  Meat  cutter 

Mail  clerk  Charge  of  laundry  machinery 

Telephone  operator  Plumber 

Stenographer  Steamfitter 

Stableman  Assistant  electrician 

Nurse  in  operating  room  Sewage  tender 

Laboratory  assistant  Assistant  in  engineer's  depart- 

Photographer  ment 

Assistant  in  drug  room  Tinsmith 

Office  assistant  Mason 

Storehouse  assistant  Shoemaker 

Dining-room  attendant  Seamstress 

Hydrotherapeutist  Dressmaker 
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Tailor  Art  instructor 

Mattress  maker  Basket  maker 

Glazier  Eeed  worker 

Embroiderer  Gardener 

There  can  be  no  clear,  logical  classification  of  employes  if  this 
procedure  be  continued.  The  title  bears  practically  no  relation 
to  the  work  performed,  and  the  institutional  payroll  can  never  be 
an  indication  of  the  character  of  employment  as  long  as  such 
practice  exists.  Moreover,  this  practice  has  been  used  as  a  means 
of  employing  attendants,  charge  attendants  and  other  employes 
iQ  the  lower  grades  at  preferential  rates,  not  oommenjsrurate  with 
tiie  value  of  the  work  performed,  and  has  resulted  in  extravagances 
and  dissatisfaction.  Another  criticism  of  the  present  practice 
is  that  ordinarily  it  is  not  necessary  to  take  employes  from  a 
civil  service  list,  appointments  being  assigned  without  reference 
to  any  list. 

(6)    Remedies  Suggested  in  the  Proposed  Specifications. 

The  proposed  specifications  eliminate  the  need  of  the  title 
"Special  Attendant"  Standard  titles  with  appropriate  duties^ 
definitions,  qualifications  and  compensation,  have  been  provided 
for  those  positions  now  filled  by  the  "  Special  Attendants." 

6.  Problem  of  "  Chief  Supervisor/* 
(a)  Present  Practice. 

At  a  special  session  of  the  State  Hospital  Commissicm  on  Feb- 
ruary 14,  1913,  provision  was  made  for  the  position  of  "  Chief 
Supervisor."  Such  action  was  based  on  the  idea  that  there  was 
need  of  a  general  supervisor  for  an  entire  institution.  The  Tega- 
lation  creating  this  position  provided  that  not  more  than  one  chief 
supervisor  be  allowed  in  cme  hospital  except  by  the  written  au- 
Parity  of  ike  Hospital  Commission. 

At  die  present  time  there  are  in  the  hospitals  for  die  insane  a 
mnnber  of  employes  under  this  title  as  indicated  by  the  follow- 
ing: 

Utica 1  chief  sapervisor    (1,608  patients) 

Willard (2,413  patients) 

Hudson  River   2  chief  supervisors  (3,353  patieirta) 
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Middletown 

Buffalo 3  chief  supervisors 

Binghamton 

St.  Lawrence 1  chief  Supervisor 

Rochester 1  chief  supervisor 

Gowanda 1  chief  supervisor 

Mohansic  — 

Kings  Park 1  chief  supervisor 

Long  Island 1  chief  supervisor 

Manhattan 2  chief  supervisors 

Central  Islip 2  chief  supervisors 


2,050  patients) 
2,164  patients) 
2,367  patients) 
2,111  patients) 
1,577  patients) 
1,191  patients) 

4,314  patients) 

879  patients) 

5,109  patients) 

4,931  patients) 


(6)   Criticism  of  Practice, 

It  will  be  seen  from  the  above  that  ten  of  the  fourteen  State 
hospitals  for  the  insane  employ  chief  supervisors.  The  total 
number  of  chief  supervisors  is  fifteen.  Three  of  these  are  located 
at  the  Buffalo  State  hospital,  one  of  the  smaller  institutions,  and 
only  one  of  these  chief  supervisors  (whose  duties  relate  only  in 
small  part  to  supervision  of  ward  employes)  at  Kings  Park,  the 
third  largest  hospital  for  the  insane  in  the  State. 

An  analysis  of  these  positions  shows  that  the  extent  and  variety 
of  duties  differ  very  widely. 

It  is  the  general  conception  that  chief  supervisors  are  supposed 
to  have  supervision,  under  the  direction  of  the  first  assistant 
physician,  of  the  supervisors,  who,  in  turn,  are  supposed  to  have 
supervision  over  charge  nurses  and  charge  attendants  who  are 
charged  with  the  supervision  of  the  nurses  and  attendants.  This 
conception  of  supervision,  which  tends  to  separate  the  physicians 
very  widely  from  the  patients,  in  itaelf  raises  a  yerj  serious  quet*- 
tion  as  to  the  advisability  of  having  chief  supervisors. 

A  further  analysis  of  these  positions  shows  that  five  of  the 
ten  institutions  employ  chief  supervisors  who  are  performing  the 
duties  regularly  and  ordinarily  assigned  to  supervisors.  It  is 
quite  true  that  one  of  these  so-called  chief  supervisors  at  the 
Hudson  River  State  Hospital,  who  is  assigned  to  the  south  wing, 
has  general  direction  of  more  than  850  patients,  but  this  chief 
supervisor  does  not  have  charge  of  supervisors.  This  is  too  large  a 
number  of  patients  to  be  under  any  supervisor.  Moreover,  in 
the  Rochester  and  Kings  Park  State  hospitals,  the  work  per- 
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fonned  by  the  incumbents  is  foreign  to  the  position  and  in  no 
way  strengthens  the  need  for  the  position. 

The  Committee  recommends  that  this  assistance  be  con- 
tinued, if  needed,  but  that  the  present  so-called  chief  super- 
Tisors  in  all  the  hospitals  where  such  are  located  be  properly 
classified  and  that  their  salaries  be  protected  in  the  same  way  as 
the  salaries  of  other  State  employes  performing  necessary  and 
efficient  work. 

There  are  two  hospitals  in  which  there  seems  some  justifica- 
tion for  the  position  of  chief  supervisor,  viz.,  Manhattan  and 
Central  Islip.  In  each  there  are  two  chief  supervisors  —  one  to 
take  charge  of  the  supervisors^  charge  nurses,  charge  attendants, 
nurses  and  attendants  assigned  to  the  female  service,  and  one  to 
take  charge  of  the  supervisors,  charge  nurses,  charge  attendants, 
nurses  and  attendants  assigned  to  the  female  service.  In  each  of 
these  hospitals  there  are  over  2,000  patients  in  each  of  the 
divisions.  It  is  quite  true  that  these  chief  supervisors,  by  making 
inspections  and  maintaining  discipline  among  employes  and 
patients,  can  relieve  the  first  assistant  physicians  assigned  to  the 
divisions  of  a  great  deal  of  detail  in  the  supervision  of  employes. 
If  this  arrangement  is  necessary,  the  Committee  feels  that  the 
help  should  be  furnished  but  that  the  work  should  not  be  described 
or  referred  to  as  that  naturally  associated  with  the  title  of  chief 
supervisor. 

7.  New  Institutional  Positions  and  TUles. 

(k  Housekeeping  Assistant,  Institutional  Laborer, 

At  the  present  time  a  very  large  part  of  the  less  important  non- 
ward  service  in  the  several  institutions  is  performed  by  attendants. 
The  attendants  are  assigned  routine  duties  in  the  kitchen,  the 
dining  room,  the  laundry,  the  sewing  room  and  other  miscel- 
laneous unskilled  laboring  work.  According  to  the  proposed 
classification  all  duties  associated  with  the  less  important  posi- 
tions, such  as  kitchen  helper,  chambermaid  and  laundry  helper 
are  to  be  incorporated  in  the  title  "  Housekeeping  Assistant."  The 
miscellaneous  routine  heavy  manual  labor  now  performed  by  male 
employes  under  the  titles  laborer  and  attendant,  is  oovered  in  the 
standard  specifications  under  the  title  of  ^'  Institutional  Laborer," 
where  such  is  not  provided  for  elsewhere  under  distinctive  titles. 
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By  meaiiB  of  this  classification  ward  employes  or  those  em- 
ployes whose  primary  duty  is  to  care  for  patients  will  be  separated^ 
for  accounting  and  other  fiscal  purposes,  from  the  other  employes. 
There  is  sufficient  flexibility,  however,  in*  the  specifications  to 
admit  of  the  assignment  of  extraneous  duties  in  case  of  emergen- 
cies. But  it  is  necessary  that  the  primary  work  of  these  ward 
employes  shall  be  the  care  and  treatment  of  patients. 

b.  Institutional  Artisan,  Chief  Attendant, 

A  separate,  group  has  been  set  up  in  the  institutional  senrice  to 
include  artisans  such  as  carpentears,  painters,  tinsmiths,  masona 
and  locksmiths.  The  work  of  these  employes  is  often  closely 
related  and  generally  is  under  the  supervision  of  one  man,  usually 
a  carpenter.  There  are  three  grades.  The  first  grade  includes 
employes  who  have  some  knowledge  of  the  trade  but  are  not  neces- 
sarily highly  skilled.  The  second  grade  includes  the  more  highly 
skilled  mechanics,  and  the  third  grade  includes  those  employes- 
having  general  supervision.  The  salary  rates  have  been  worked 
out  on  the  basis  of  the  work  value  as  well  as  on  the  basis  of  per- 
manent service  for  those  who  have  been  appointed. 

It  is  not  always  necessary  in  some  of  the  services  in  the  several 
hospitals  to  assign  trained  nurses  to  take  charge  of  a  number  of 
wards.  In  order  that  persons  without  nursing  training,  yet  well 
qualified  to  do  this  work  may  be  employed,  a  new  title  of  "  Chief 
Attendant *'  has  been  set  up.  The  titles  "'Chief  Attendant  (Oc^ 
cupational)"  and  "Chief  Attendant  (Transfer  Agent)"  have  also 
been  created  in  order  to  provide  appropriate  titles  for  related 
work  falling  within  this  grade.  The  position  of  "  Attedant-Fore- 
man  "  is  comparable  to  the  position  now  known  as  "  Supervisor  " 
who  is  assigned  to  take  charge  of  patients  doing  outside  work. 

8.  Probationary  Period,  Service  Records,  Transfers, 

In  order  that  the  fitness  and  ability  may  be  ascertained,  there 
should  be  a  probationary  period  of  not  less  than  four  montha 
for  all  employes  in  the  institutional  service.     The  compensation 

for  this  probationary  service  should  be  at  the  minimum  rate 
estaUished  for  the  several  grades  of  the  service.  Increases  should 
be  granted  in  accordance  with  the  schedules  outlined  in  the  speci- 
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fications  and  the  date  of  employment  should  be  construed  as 
beginning  on  the  first  day  of  the  calendar  month  following  the 
date  of  actual  employment  unless  such  employment  shall  have 
actually  begun  on  the  first  day  of  the  month.  This  proposed 
regulation,  however,  is  not  to  be  construed  as  depriving  an  em- 
ploye of  compensation  for  the  days  of  actual  service  rendered 
prior  to  the  first  day  of  such  month. 

Service  records  and  ratings  should  be  installed  in  order  that 
the  relative  efficiency  of  all  employes  in  the  institutional  service 
may  be  used  in  advancements  and  promotions.  Such  records 
form  the  basis  of  salary  increases  and  are  an  important  element 
inpzomotiana 

Transfers  from  one  institution  to  another  should  be  made  possi- 
ble only  upon  the  written  consent  of  the  superintendents  of  the 
institution,  from  which  and  to  which  the  transfer  is  proposed. 
In  such  case  the  service  should  be  regarded  as  continuous.  Em- 
ployes leaving  the  service  and  subsequently  obtaining  employment 
therein  should  be  regarded  and  classified  as  new  employes.  No 
employe  who  has  been  discharged  from  a  State  institution  should 
be  employed  in  another  hospital  without  the  approval  in  writing 
of  the  superintendent  of  the  institution  from  which  such  employe 
was  discharged 
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PABT  in 

PRO  FORMA  BILL  SUBMITTED  TO  THE  LEOIS- 
LATTJRE  TO  AMEND  THE  CIVIL  SERVICE  LAW  IN 
RELATION  TO  SALARY  AND  GRADE  STANDARDS. 

Part  IV,  Schedule  A,  contains  the  basic  salary  and  grade  stand- 
ards formulated  by  the  Senate  Committee  on  Civil  Service.  The 
Committee  recommends  that  these  standards,  representing  the 
means  of  control  over  the  administrative  agencies  of  the  govern- 
ment in  recruiting  and  controlling  employes,  be  incorporated 
into  the  law. 

The  L^slature  by  this  enactment  will  separate  the  basic 
standards  governing  personal  service  from  the  rules  and  practice 
applying  them.  The  standards  will  be  mandatory  upon  the  Civil 
Service  Commission  and  the  departments  of  the  State  govern- 
ment. The  plan  as  outlined,  however,  leaves  these  administrative 
agencies  large  discretion  in  making  rules  and  regulations  neces- 
sary to  a  business-like  and  effective  control  over  employment  con- 
ditions. Greater  flexibility  and  elasticity  than  now  obtains  in 
the  administration  of  the  Civil  Service  Law  will  be  secured;  at 
the  same  time  inequalities  and  abuses  wSU  be  more  effectively 
guarded  against. 


AN  ACT 

To  amend  the  civil  service  law  of  the  state  of  New  York,  in 
relation  to  the  classification  and  grading  of  state  employees. 

The  People  of  the  State  of  New  York,  represented  in  Senate 
and  Assembly,  do  enact  as  follows: 

Section  1.  Article  three  of  chapter  fifteen  of  the  laws  of  nine- 
teen hundred  and  nine,  entitled  "An  act  in  relation  to  the  civil 
service  of  the  state  of  New  York  and  the  civil  divisions  and  cities 
thereof^  constituting  chapter  seven  of  the  consolidated  laws,"  is 
hereby  repealed  and  the  following  substituted  therefor: 

AETICLE  3. 
Olassification  and  Specifications  of  Pbrsonax  Seevicic 

Section  40.  Adoption  of  specifications  of  personal  service. 

41.  Definition  of  terms  used  in  specifications. 

42.  Application  of  specifications. 

43.  Specifications  to  apply  to  all  new  positions. 

44.  Titles   of   specifications    to   apply    to    all    existing 

positions. 

45.  Changes  of  title  not  to  affect  legal  class  of  positions. 

46.  Changes  of  title  not  to  alter  or  affect  salaries  of 

present  incumbents. 

47.  New  positions  to  be  classified  under  standard  grades 

and  titles. 

48.  Specifications  not  to  affect  organization  or  procedure 

or  to  prevent  emergency  assignments. 

49.  Appointments,  advancements,  et  cetera. 

50.  Establishment  of  system  of  service  records  and  ratings. 

51.  Establishment  of   division   of   service  records   and 

standards. 

52.  Establishment  of  departmental  personnel  boards. 

53.  Power  to  amend  qualifications  of  specifications. 

54.  Extra  salary  or  compensation  prohibited. 

§  40.  Adoption  of  specifications  of  personal  service.  Standard 
iitlesy  duties,  qualifications^  grades  and  rates  of  compensation, 
employments  and  employes  in  the  state  civil  service  are  hereby 
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created  in  accordance  with  the  code  of  specifications  of  personal 
service  known  as  '*  Schedule  A"  contained  in  the  first  report  of  the 
committee  on  civil  service  of  the  senate,  submitted  as  senate  docu- 
ment number ,  under  date  of , 

which  schedule  shall  have  the  force  and  effect  of  law.  This  sched- 
ule shall  be  published  by  the  secretary  of  state  in  the  volumes  of 
the  session  laws  of  nineteen  hundred  and  sixteen. 

§  41.  Definition  of  terms  used  in  specifications.  1.  Servica 
The  term  "  service  "  is  used  to  designate  the  broadest  functional 
division  of  similar  or  related  employment,  determined  irrespective 
of  departmental  organization  or  lines  of  authority.  These  services 
shall  be  known  as  executive,  managerial,  professional  and  scien- 
tific, inspectional,  investigational  and  examining,  clerical,  edu- 
cational, institutional,  skilled  labor,  labor. 

2.  Group.  The  term  "  group  "  is  used  to  designate  a  subdivision 
of  a  service  covering  a  specified  line  of  work  with  distinctive  con- 
ditions of  appointment,  promotion  and  compensation. 

3.  Grada  The  term  "  grade  "  is  used  to  designate  a  subdivision 
of  a  group  and  represents  a  grade  of  responsibility  and  work  with 
standard  duties,  qualifications  and  rates  of  compensation.  The 
minimum  and  maximum  rates  of  the  grade  represent  the  limits  of 
compensation  for  the  prescribed  standards  of  work. 

4.  Titla  The  term  "  title "  is  used  to  designate  an  authorized 
employment  for  civil  service  and  fiscal  control. 

5.  Duties  —  definition.  Under  the  term  "  duties  —  definition  " 
are  specified  the  work  requirements  for  each  grade  in  terms  of  the 
importance,  difficulty  and  the  extent  of  the  supervision  and  respon- 
sibility. 

6.  Duties  —  examples.  Under  the  term  "  duties  —  examples  " 
are  specified,  for  illustrative  purposes,  types  of  work  falling 
within  a  grade. 

7.  Qualifications,  Under  the  term  "  qualifications  "  are  speci- 
fied the  minimum  educational  or  experience  requirements  which 
must  be  fulfilled  by  a  person  preliminary  to  appointment. 

8.  Compensation.  Under  the  term  "  compensation  "  are  speci- 
fied the  standard  rates  of  pay  which  have  been  established  for  a 
grade  of  work. 

9.  Departmental  agency.  The  term  "  departmental  agency  "  is 
used  to  designate  the  unit  or  agency  of  the  state  which  is  charged 
under  the  law  with  independent  administrative  authority. 

10.  Service  records.  The  term  "service  records"  is  used  to 
designate  those  records  and  ratings  of  employes  kept  by  the  de- 
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partmental  Rgeaasy  under  the  supervision  of  the  civil  service  com- 
mission  for  the  purpose  of  recording  in  terms  of  quantity,  quality 
and  other  related  factors,  the  relative  efficiency  of  employes  en- 
gaged in  the  same  or  similar  lines  of  work. 

11.  Advancement.  The  term  ^'  advancement "  is  used  to  desig- 
nate a  salary  increase  within  a  grade  without  a  change  of  duties 
or  an  examination. 

12.  Promotion.  The  term  "  promotion "  is  used  to  designate 
a  change  from  one  grade  to  the  next  higher  grade  within  a  group 
and  involves  a  change  of  duties. 

13.  Specifications  of  personal  service.  The  term  "  specifications 
of  personal  service"  is  used  to  designate  those  r^ulations  con- 
tained within  "  Schedule  A"  herein  referred  to. 

§  42.  Application  of  specifications.  The  specifications  of  per- 
sonal service  shall  apply  to  all  authorized  employments  of  the 
classified  service  of  departments,  institutions,  boards,  commissions, 
offices  and  other  departmental  agencies  of  the  state  government  and 
shall  supersede  all  groupings  of  civil  service  employments  not  con- 
sistent therewith,  and  shall  be  applied  subject  to  the  conditions 
and  regulations  of  this  article  hereinafter  specified.  Provided, 
however,  that  nothing  herein  contained  shall  be  deemed  to  affect 
the  classification  of  offices  and  positions  in  accordance  with  the 
provisions  of  section  twelve  and  related  sections  of  this  chapter. 

§  43.  Specifications  to  apply  to  all  new  positions.  The  specifi- 
cations of  personal  service  shall  apply  in  their  entirety  to  all 
positions  in  the  state  service  to  be  filled  after  this  article  takes 
effect,  but  shall  not  affect  present  employes  except  as  herein 
provided. 

§  44.  Titles  of  specifications  to  apply  to  all  existing  positions. 
The  standard  titles  of  the  specifications  of  personal  service  shall 
be  applied  to  all  existing  positions  and  for  this  purpose  the  civil 
service  commission  shall  be  empowered  to  rearrange  and  regroup 
the  existing  positions  according  to  such  standard  titles. 

§  45.  Changes  of  title  not  to  affect  legal  class  of  positions. 
Changes  of  title  under  section  forty-foiir  of  this  chapter  shall  not 
alter  or  affect  the  class  in  which  any  position  may  be  arranged 
under  section  twelve  of  this  chapter  without  affirmative  action  by 
the  civil  service  commission  and  the  governor  in  accordance  with 
the  law. 

§  46.  Changes  of  title  not  to  alter  or  affect  salaries  of  present 
incumbents.  Changes  in  titles  under  section  forty-four  of  this 
chapter  shall  not  alter  or  affect  the  salaries  of  the  incumbents  of 
positions  so  regrouped. 
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§  47.  Kew  poftitiOHB  to  be  classified  under  standard  grades  and 
tities.  All  positions  created  after  tliis  article  takes  eifect  ahall 
be  arranged  under  the  standard  groups^  grades^  titles  and  rates 
provided  in  the  specifications  of  personal  service. 

§  48.  Specifications  not  to  affect  organization  or  procedure  or 
to  prevent  emergency  assignments.  jSpecifications  of  personal 
service  shall  not  in  themselves  be  construed  to  define  or  prescribe 
the  organization  or  procedure  under  which  employes  shall  work 
or  to  limit  or  restrict  the  responsible  administrative  officials  in 
exercising  supervision  or  assigning  such  other  duties  as  may  be 
necessary  in  case  of  emergency. 

§  49.  Appointments,  advancements,  et  cetera.  1.  All  entrance 
or  promotional  appointments  to  positions  for  which  specifications 
have  been  provided  shall  be  made  at  the  initial  rate  of  the  grade^ 
except  where  it  is  provided  in  special  regulations  of  the  specifica- 
tions that  entrance  rates  for  that  purpose  shall  be  fixed  by  ap- 
praisal 

2.  Advancement  within  each  grade  shall  be  made  from  one  rate 
to  the  next  higher  rate,  except  where  it  is  provided  in  special 
regulations  of  the  specifications  that  advancement  rates  may  be 
fixed  by  appraisal  for  that  purpose. 

3.  Advancement  within  a  grade,  as  provided  in  paragraph  two, 
shall  be  based  upon  at  least  one  year  of  satisfactory  service,  except 
wherever  a  different  period  of  service  is  provided  in  the  specifica- 
tions of  personal  service,  and  may  be  made  without  change  of 
duties  or  examination. 

4.  Promotion  from  one  grade  to  the  next  higher  grade  shall 
involve  a  change  of  duties  and  shall  be  made  only  when  a  vacancy 
has  been  created  by  resignation,  transfer,  death  or  dismissal,  or 
when  a  new  position  shall  have  been  created.  Promotion  shall  be 
made  as  far  as  practicable  after  a  competitive  examination. 

6.  All  departmental  requests  for  new  positions,  requiring  a 
specific  appropriation  of  the  legislature,  shall  be  referred  to  the 
civil  service  commission,  which,  after  investigation,  shall  transmit 
such  requests  to  the  legislature  with  recommendations  as  to  stand- 
ard rates. 

6.  Before  any  vacancy  can  be  filled  or  new  positions  created  by 
a  departmental  agency,  under  authority  of  the  legislature,  notice 
thereof  shall  be  transmitted  to  the  civil  service  commission,  which, 
after  investigation,  shall  determine  and  designate,  pursuant  to 
these  regulations,  the  standard  rates  which  shall  apply. 

§  50.   Establishment  of  system  of  service  records  and  ratings. 
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1.  All  departmental  agencies  of  the  state  government  shall  keep 
and  report  service  records  and  ratings  of  employes  under  such 
rules  and. regulations  as  the  civil  service  commission  shall  estab- 
lisL 

2.  The  civil  service  conunission  shall  establish  and  enforce  the 
rules  and  regulations  governing  the  keeping,  reporting  and  review 
of  service  records  and  ratings. 

3.  The  civil  service  commission  shall  use  the  service  ratings  as 
a  factor  of  examinations  for  promotions  from  one  grade  to  another 
under  rules  and  regulations  adopted  by  it  and  approved  by  the 
governor. 

4.  The  civil  service  commission  shall  use  the  service  ratings  as 
a  basis  for  determining  the  rendition  of  satisfactory  service  neces- 
sary for  advancement  from  one  rate  to  another  and  shall  annually 
report  thereon  to  the  legislature. 

§  51.  Establishment  of  division  of  service  records  and  standards. 
A  division  of  service  records  and  standards  shall  be  created  as  a 
part  of  the  civil  service  commission  for  the  purpose  of  r^ulating 
and  reviewing  service  records  and  ratings,  investigating  the  need 
for  and  scope  of  positions,  and  performing  other  duties  in  the 
enforcement  of  the  provisions  of  this  article. 

§  52.  Establishment  of  departmental  personnel  boards.  A 
personnel  board  shall,  when  required  by  the  civil  service  com- 
mission, be  established  in  each  departmental  agency  of  the  govern- 
ment for  the  purpose  of  assisting  the  civil  service  commission  in 
enforcing  the  several  provisions  of  the  civil  service  law.  The 
members  of  such  boards  shall  consist  of  state  officers  or  employes 
and  shall  serve  without  pay.  Other  conditions  governing  the 
membership  and  conduct  of  such  boards  shall  be  prescribed  by  the 
civil  service  commission. 

§  53.  Power  to  amend  qualifications  of  specifications.  The  civil 
service  commission  shall  have  power  to  amend  from  time  to  time 
the  qualifications  of  the  specifications  of  personal  service,  contained 
in  "  Schedule  A,"  provided  snch  amendment  or  amendments  shall 
be  filed  with  the  secretary  of  state  and  published  by  him  in  the 
volume  of  the  session  laws  first  published  after  the  filing  thereof. 

§  54.  Extra  salary  or  compensation  prohibited.  'No  person 
holding  a  position  or  employed  in  any  department,  bureau,  com- 
mission or  office  to  which  this  article  applies  and  for  which  a 
definite  salary  or  compensation  has  been  appropriated  or  desig- 
nated, shall  receive  any  extra  salary  or  compensation  in  addition 
to  that  so  fixed. 
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EXECUTIVE  SERVIOE 

SYMBOL  (A) 
DefinUiofi: 

The  term  Executive  Service  is  used  to  identify  those  au- 
thorized employments  of  the  State  Government,  the  incumbents 
of  which  are  required  to  plan,  direct  and  supervise  the  activities 
of  a  nmjor  State  department  or  unit  and  to  formulate  the  policies 
thereof. 

XoR. —  Standard  Bpeciiications  for  positions  covered  within  this  Service 
will  be  prepared  after  further  consultation  with  heads  of  deparhnents  and 
other  officials. 
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MANAGERIAL  SERVICE 

SYMBOL  (B) 
Definition: 

The  term  Managerial  Service  is  used  to  identify  thoee 
authorized  emplojmeDts  of  the  State  Goveniment,  the  incum- 
bents of  TsUch  are  required  to  perform  work  not  covered  in  any 
other  Ghroup  specification,  in  directing  and  controlling  or  assisting 
in  the  direction  and  control  of  the  activities  or  relations  of  a  State 
department^  bureau  or  other  governmental  agency  subject  to  the 
final  approval  of  a  higher  governing  official  or  body. 

NoTB. —  Only  those  positions  of  a  managerial  nature,  which  are  considered 
u  non-techni(»l.  i.  e.,  the  incumhents  of  which  are  not  necessarily  required 
to  have  any  special  technical  training  or  experience,  are  covered  in  the 
Managerial  Service.  Other  managerial  positions  are  covered  in  appropriate 
Groups  of  other  Services. 
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DEPARTMENT  BIANAGER  GROUP  (B  1) 

Mamagerial  Service 
Definition:  Department  Manager  Oroup 

The  term  Department  Manager  Group  is  used  to  identify 
those  authorized  employments  of  the  Managerial  Service,  the  in- 
cumbents of  which  are  required,  subject  to  the  final  approval  of 
a  higher  governing  official  or  body,  to  direct  and  control,  individu- 
ally or  jointly,  the  activities  of  a  State  department,  to  advise  in 
determining  departmental  policies,  and  to  act  as  the  highest 
official  representative  of  the  department  during  the  absence  of  the 
executive. 
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ORADE  I   (B  1  I)  Managerial  Sarvica 

Department  Manager  Oroup 

TITLES  OF  POSITIONS  — 

DEPUTY  COMMISSIONER 
DEPUTY   SUPERINTENDENT   (DEPART- 
MENTAL) 
DEPUTY  COMPTROLLER 
DEPUTY  SECRETARY  OF  STATE 
DEPUTY  TREASURER 

DxrriES— 

Definition: 

The  duties  of  incumbenitB  of  these  positioHBy  which 
require  a  high  degree  of  administrative  ability,  are  to 
direct  and  control,  individually  or  jointly,  the  activities 
of  a  State  department,  to  advise  in  determining  depart- 
mental policies,  and  to  act  as  the  highest  official  repre- 
sentative of  the  department  during  the  absesice  of  the 
executive. 

QITALIFICATIOVS  — 

Persons  holding  these  positions  shall  have: 
1.  Such  qualifications  as  may  be  prescribed  by  law 
or  required  by  departmental  executives. 

COICPENSATION  — 

The  annual  compensation  of  this  Grade  shall  be 
such  as  may  be  prescribed  by  law  or  designated  by 
departmental  executives. 


DEPABTMENT  SECRETARY  GROUP  (B  2) 

Managerial  Service 
DmH  il'^nn-  Department  Becreiary  Group 

The  term  Department  Secretary  Group  is  used  to  identify 
those  authorized  employments  of  the  Managerial  Service,  the  in- 
cumbents of  which  are  required,  subject  to  the  approval  of  a  higher 
governing  official  or  body,  to  direct  and  assume  complete  respon- 
sibility for  the  activities  of  a  State  department,  relating  particu- 
larly to  the  assignment  and  control  of  personnel,  the  keeping  of 
official  records,  the  promulgation  of  orders  and  regulations,  the 
conduct  of  correspondence,  the  preparation  of  reports  and  the 
supervision  of  financial  affaii^. 
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OBADE  I  (B  2  I)  Managerial  Service 

Department  Secretary  Oroup 

TITLE  OF  POSITIONS— 

DEPARTMENT  SECRETARY 

DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
require  a  high  degree  of  administrative  ability,  are, 
subject  to  the  approval  of  a  higher  governing  official  or 
body,  to  direct  and  assume  complete  responsibility  for 
the  activities  of  a  State  department  relating  particularly 
to  the  assignment  and  control  of  personnel,  the  keeping 
of  official  records,  the  promulgation  of  orders  and  regu- 
lations, the  conduct  of  correspondence,  the  preparation 
of  reports  and  the  supervision  of  financial  affairs. 

QXTAIIFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  four  years  of  administrative  expe- 
rience in  professional  or  commercial  work  or  in  public 
service  of  an  approved  standard. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission,  acting  in  co- 
operation with  departmental  executives. 

COICPEKSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $2580  to  $6000,  inclusive, 
with  standard  salary  rates  as  follows:  $2580,  $2820, 
$3300,  $3600,  $3900,  $4200,  $4500,  $4800,  $5100, 
$5400,  $5700,  $6000. 

SPECIAL  BEOXriATION  GOVESHINa  SALABT  SATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap^ 
praisal,  under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 


mSOELLANEOUS  BIANAaSR  QROUP  (B  3) 

Managerial  Service 
Definition:  MiscelUmeoue  Manager  Onmp 

The  term  Miscellaneous  Manager  Group  is  used  to  identify 
those  authorized  employments  of  the  Managerial  Seryice,  the  in- 
cumbents of  which  are  required,  subject  to  the  approval  of  a 
higher  governing  official,  to  direct  and  assume  complete  respon- 
sibility for  the  activities  of  a  bureau  or  other  primary  organiza- 
tion unit  of  a  State  department  and  to  enforce  all  provisions  of 
the  law  specifically  coming  under  the  jurisdiction  of  such  an 
organization  unit 
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OBADE  I  (B  3  I)  ManagericU  Service 

Miscellaneous  Manager  Oioup 

TITLES  OF  POSITIONS  — 
CHIEF  OF  BUREAU 
CHIEF  OF  DIVISION 
MANAGER  (STATE  INSURANCE  FUND) 
ASSISTANT  MANAGER  (STATE  INSURANCE 
FUND) 

DUTIES  — 

CHIEF  OF  BUREAU 

CHIEF  OF  DIVISION 

MANAGER  (STATE  INSURANCE  FUND) 

Definition: 

The  duties  of  incumbents  of  these  positions^  which 
require  a  high  degree  of  administrative  ability,  are  to 
direct  and  assume  complete  responsibility  for  the  activi- 
ties of  a  bureau,  or  other  primary  organization  unit  of 
a  State  department,  and  to  enforce  all  provisions  of  the 
law  specifically  coming  within  the  jurisdiction  of  such 
an  organization  unit. 

ASSISTANT  MANAGER  (STATE  INSURANCE 

FUND) 
Definition: 

The  duties  of  the  incumbent  of  this  position,  which 
require  a  high  degree  of  administrative  ability,  are  to 
assist  in  the  direction  and  control  of  the  activities  of 
that  bureau  or  other  primary  unit  of  the  State  depart- 
ment charged  with  the  administration  of  the  State  Insur- 
ance Fund. 

QITALIFICATIONS— 

CHIEF  OF  BUREAU 
CHIEF  OF  DIVISION 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  four  years  of  administrative  expe- 
rience in  professional  or  commercial  work  or  in  public 
service  of  an  approved  standard. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 
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MANAGER  (STATE  INSURANCE  FUND) 

1.  Not  less  than  eight  years  of  administrative  expe- 
rience in  insurance  work  of  an  approved  standard. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

ASSISTANT  MANAGER  (STATE  INSURANCE 
FUND) 

1.  Not  less  than  five  years  of  administrative  expo 
rience  in  insurance  work  of  an  approved  standard. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COKPEHSATIOH— 

CHIEF  OF  BUREAU 
CHIEF  OF  DIVISION 

The  range  of  annual  compensation  of  these  posi- 
tions in  this  Grade  for  full  time  service  is  from  $2340 
to  $5100,  inclusive,  with  standard  salary  rates  as  fol- 
bws:  $2340,  $2580,  $2820,  $3060,  $3300,  $3600, 
$3900,  $4200,  $4500,  $4800,  $5100. 

MANAGER  (STATE  INSURANCE  FUND) 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $5100  to 
$6900,  inclusive,  with  standard  salary  rates  as  follows . 
$5100,  $5400,  $5700,  $6000,  $6300,  $6600,  $6900. 

ASSISTANT  MANAGER  (STATE  INSURANCE 
FUND) 
The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $3060  to 
$4200,  inclusive,  with  standard  salary  rates  as  follows : 
$3060,  $3300,  $3600,  $3900,  $4200. 

SPECIAL  SEOXriATION  GOVEENIira  SALABT  SATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 


INSTITUTION  MANAGER  GROUP  (B  4) 

JfofMi^ertal  Bervioe 
T\  j:  2£'  InaiiiuiiMk  Manager  Oroup 

The  term  Institution  Manager  Group  is  used  to  identify  those 
authorized  employments  of  the  Managerial  Service,  the  incum- 
hents  of  which  are  required,  subject  to  the  approval  of  a  higher 
governing  official  or  body^  to  direct  and  control,  or  to  assist  in  the 
direction  and  control  of  the  activities  of  a  State  institution  for 
delinquents  or  dependents. 
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ORADE  I  (B  4  I)  Managerial  Bervice 

Ifistitution  Manager  Oroup 

TITLES  OF  POSITIONS  — 

ASSISTANT     SUPERINTENDENT     (INSTITU- 
TION) 
ADJUTANT  (SOLDIERS  AND  SAILORS'  HOME; 

DxrriES— 

Definiiion: 

The  duties  of  incumbents  of  these  positions,  whici. 
require  administrative  ability,  are  to  assist  in  the  direc- 
tion and  control  of  the  activities  of  a  State  institution 
for  delinquents  or  dependents,  not  including  the  hos- 
pitals for  the  insane  and  the  reformatories  at  Napanoch 
and  Elmira. 

QITALIFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  two  years  of  administrative  expe- 
rience in  institutional  work  of  an  approved  standard. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COlCPEirSATIGN  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1200  to  $2160,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows: 
$1200,  $1320,  $1440,  $1560,  $1680,  $1800,  $1980, 
$2160. 

SPECIAL  BEOITLATIOir  OOVEKNIira  SALABT  SATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 
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GBADE  n  (B  4  11)  Managtrial  Bervice 

Iiutitution  Manager  Oroup 

TITLES  OF  POSITIONS— 

WARDEN 

SUPERINTENDENT  (INSTITUTION) 

SUPERINTENDENT  (NEW  YORK  STATE  RE- 
FORMATORY, ELMIRA,  AND  EASTERN 
NEW  YORK  REFORMATORY,  NAPANOOH) 

COMMANDANT  (SOLDIERS  AND  SAILORS' 
HOME) 

ASSISTANT  SUPERINTENDENT  (NEW  YORK 
STATE  REFORMATORY,  ELMIRA) 

ASSISTANT  SUPERINTENDENT  (EASTERN 
NEW  YORK  REFORMATORY,  NAPANOOH) 

DUTIES — 

Definition:  \'  -^ 

WARDEN 

SUPERINTENDENT  (INSTITUTION) 
COMMANDANT  (SOLDIERS'  AND  SAILORS' 
HOME) 
The  duties  of  incuiubenta  of  these  positions,  which 
require  a  high  d^ree  of  administrative  ability,  are,  sub- 
ject to  the  approval  of  a  higher  governing  official  or 
body,  to  direct  and  control  the  activitieB  of  a  State 
institution  for  delinquents  and  dependents  not  including 
the  hospitals  for  the  insane  and  the  reformatories  at 
Napanoch  and  Elmira. 

SUPERINTENDENT  (NEW  YORK  STATE  RE- 
FORMATORY, ELMIRA,  AND  EASTERN 
NEW  YORK  REFORMATORY,  NAPANOCH ) 

Definition: 

The  duties  of  the  incumbent  of  this  position,  which 
require  a  high  degree  of  administrative  ability,  are, 
subject  to  the  appro.val  of  a  higher  governing  body,  to 
direct  and  control  the  activities  of  the  State  reforma- 
tories at  Elmira  and  Napanoch. 
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ASSISTANT  SUPERINTENDENT  (NEW  YORK 
STATE  REFORMATORY,  ELMIRA) 

ASSISTANT  SUPERINTENDENT  (EASTERN 
NEW  YORK  REFORMATORY,  NAPA- 
NOCH) 

The  duties  of  incumbeats  of  these  positions)  which 
require  a  high  degree  of  administratiTe  ability,  are  to 
assist  in  the  direction  and  control  of  the  activities  of 
the  State  reformatories  at  Elmira  and  Napanocfa. 

QVAUFICATIONS— 

WARDEN 

SUPERINTENDENT  (INSTITUTION) 

COMMANDANT     (SOLDIERS    AND    SAILORS' 

HOME) 
ASSISTANT  SUPERINTENDENT  (NEW  YORK 

STATE  REFORMATORY,  ELMIRA) 
ASSISTANT    SUPERINTENDENT    (EASTERN 

NEW  YORK  REFORMATORY,  NAPA- 

NOOH) 

Persons  holding  these  positions  shail  have: 

1.  Not  less  than  four  years  of  administrative  ex- 
perience in  institutional  work  of  an  approved  standard. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commissicm. 

SUPERINTENDENT  (NEW  YORK  STATE  RE- 
FORMATORY, ELMIRA,  AND  EAST- 
ERN NEW  YORK  REFORMATORY, 
NAPANOCH) 

Persons  holding  these  positions  shall  have: 

1.  Not  lees  than  eight  years  of  administrative  ex- 
perience in  institutional  work  of  an  approved  standard. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 
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compehsahon— 

WARDEN 

SUPERINTENDENT  (INSTITUTION) 
COMMANDANT    (SOLDIERS    AND    SAILORS' 
HOME) 

The  range  of  annual  compenaation  of  these  posi- 
iiooB  in  this  Grade  for  fall  time  service  is  from  $1980 
to  $3900,  inclusive^  with  maintenance,  with  standard 
salary  rates  as  follows :  $1980,  $2160,  $2340,  $2580, 
$2820,  $3060,  $3300,  $3600,  $3900. 

SUPERINTENDENT  (NEW  YORK  STATE  RE- 
FORMATORY, ELMIRA,  AND  EAST- 
ERN NEW  YORK  REFORMATORY, 
NAPANOCH) 

The  range  of  annual  compensation  of  these  positions 
in  this  Grade  for  full  time  service  is  from  $4200  to 
$4800,  inclusive,  with  maintenance,  with  standard  salary 
rates  as  follows:    $4200,  $4500,  $4800. 

ASSISTANT  SUPERINTENDENT  (NEW  YORK 
STATE  REFORMATORY,  ELMIRA) 

ASSISTANT  SUPERINTENDENT  (EASTERN 
NEW  YORK  REFORMATORY,  NAPA- 
NOCH) 

The  range  of  annual  compensation  of  these  posi- 
ti<Hi8  in  this  grade  for  full  time  service  is  from  $2580 
to  $3300,  inclusive,  with  maintenance,  with  standard 
salary  rates  as  follows:     $2580,  $2820,  $3060,  $3300. 

SPECIAL  HEaiTLATIOH  OOVESNIHO  SALABT  BATES— 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 


GLEBIGAL  SERVICE 

SYMBOL  (C) 
Definition: 

The  term  Clerical  Service  is  applied  to  those  authorized 
employments  of  the  State  Govermnent,  the  incumbents  of  which 
are  required  to  perform  routine  or  administrative  work  incidental 
to  office  management  and  related  non-professional  duties  not  cov- 
ered in  any  other  Service  definition. 
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BOOKKEEPER  GROUP  (C  1) 

Clerical  Service 
Definition:  Bookkeeper  Group 

The  term  Bookkeeper  Ghroup  is  used  to  identify  those  author- 
ized employments  of  the  Clerical  Service,  the  incumbents  of  which 
are  required  to  compute,  journalize,  pobt  and  compile  data  in 
connection  with  the  keeping  of  financial  records. 
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OBADE  I   (0  1  I)  Clerical  Service 

Bookkeeper  Group 
TrriE  OF  POSITIONS  — 

BOOKKEEPER 

BOOKKEEPER  (IXSTITUTIONAL) 

DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
require  a  practical  knowledge  of  double  entry  book- 
keeping, are  to  make  postings  of  accounting  informa- 
tion from  one  book  to  another,  and  to  perform  related 
bookkeeping  or  other  clerical  work  of  equivalent  char- 
acter and  standard  in  keeping  financial  records  or  in 
preparing  financial  statements. 

Eosamplee: 

Posting  to  ledgers. 

Making  simple  journal  entries. 

Taking  trial  balances. 

Preparing   statements   of   accounts. 

QUAUFICATIOHS  — 

Persons  holding  these  positions  shall  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COHFENSATIOH  — 

BOOKKEEPER 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  term  service  is  from  $840  to 
$1200,  inclusive,  with  standard  salary  rates  as  follows: 
$840,  $900,  $960,  $1020,  $1080,  $1200. 

BOOICKEEPER  (INSTITUTIONAL) 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $960  to 
$1080,  inclusive,  with  maintenance,  with  standard  sal- 
!  ary  rates  as  follows:     $960,  $1020,  $1080. 

Note. —  The  preferential  salary  rates  for  Bookkeeper  (institutional)  are 
granted  in  recognition  of  the  large  amount  of  emergency  service  and  other 
special  duties. 
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SPECIAL    BEOULATIOH     OOVEBITINO     THE    HAZDnTH 

SALABT  RATE  FOB  BOOKEEEFEE  — 

The  maximum  salary  rate  $1200  shall  be  assigned 
only  to  positions  involving  supervisory  or  independ- 
ent responsibility.  Such  rate  shall  be  designated 
after  individual  appraisal,  under  the  rules  of  the  State 
Civil  Service  Commission,  indicating  that  the  rate  so 
determined  does  not  exceed  the  value  of  the  work  to 
be  performed. 
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OEADE  n   (0  1  n)  Clerical  Service 

Bookkeeper  Oroup 

TITLE  OF  POSITIONS  — 

SENIOR  BOOKKEEPER 

DUTIES  — 

Definition: 

The  duties  of  mciunbents  of  these  positions^  which 
require  a  high  degree  of  specialized  training  or  super- 
visory ability,  are  to  supervise  a  unit  of  organization 
charged  with  the  keeping  of  financial  records;  to  keep 
controlling  or  involved  financial  records;  or  to  prepare 
balance  sheets,  special  financial  and  oither  intrioata 
statements  and  reports. 

Eoamplee : 

Keeping  general  ledgers. 

Making  inyolyed  journal  entries,  such  as  sinking  fund 
adjustments. 

QUALIFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  two  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  I,  at  lea^t  two  years  of  experience  in  work  of 
Grade  I  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMFEHSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1320  to  $2160,  inclusive, 
with  standard  salary  rates  as  follows:  $1320,  $1440, 
$1560,  $1680,  $1800,  $1980,  $2160. 

SPECIAL  REGULATIOH  OOVESNING  SAIABT  EATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 


CLERK  GROUP  (0  2) 

Olerieal  Bervice 
Clerk  Oroup 

Definitum: 

The  term  Clerk  Oroup  is  used  to  identify  those  authorized 
emplovm^itB  of  the  Clerical  Service,  the  incumbents  of  which 
are  required  to  perform  prescribed  office  work  not  included  in 
the  other  groups  of  the  Clerical  Service. 
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GRADE  I    (0  2  I)  Olerioal  Service 

Clerk  Qroup 

TITLE  OF  POSITIONS  — 

PAGE 

PAGE  (INSTITUTIONAL) 
DUTIES  — 

Defmtion: 

The  duties  of  incumbents  of  these  positions  are  to 
perform,  imder  superviedon,  the  simplest  kinds  of  office 
work. 

Emamplee: 

Addressing  and  mailing  letters. 

Keeping  office  in  order. 

Running  errands. 

Receiving  visitors. 

Distributing   and   collecting   mail. 

Letter-press  copying. 

QUAUFICATIOHS  — 

Persons  holding  these  positions  shall  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COMPENSATION  — 
PAGE 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $360  to  $480, 
inclusive,  with  standard  salary  rates  as  follows :  $360, 
$420,  $480. 

Annual  salary  increases  of  $60  shall  be  granted 
upon  the  completion  of  six  months  of  satisfactory 
service. 

PAGE  (INSTITUTIONAL) 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  is  from  $216  to  $288,  inchisive,  with 
maintenance,  with  standard  salary  rates  as  follows: 
$216  upon  entrance,  $240  at  end  of  6  months'  satisfac- 
tory service,  $264  at  end  of  12  months'  satisfactory 
service,  $288  at  end  of  18  months'  satisfactory  service. 


97 

OSADE  n    (C  2  n)  OUricat  Service 

Clerk  Group 

HTLES  OF  FOSmOHS  — 

JUNIOR  CLERK 

JUNIOR  CLERK  (INSTITUTIONAL) 

DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
perform,  under  supervision,  routine  clerical  work  of 
minor  consequence  but  requiring  Bome  skill  and 
experience. 

Ewample9: 

Verifying  extensions  and  additions. 
Preparing  simple  tabulations. 
Assisting  in  filing. 

Assisting  in  operating  mechanical  office  devices. 
Acting  as  messenger  in  transferring  papers  and  docu- 
ments. 

Qir  AUFICATIOHS  — 

Persons  holding  these  positions  shall  have: 

1.  As  a  basis  for  promotion : 

(a)  The  minimum  qualifications  prescribed 
for  Grade  I. 

(b)  Not  leoB  than  one  year  of  service  in 
Grade  I. 

(c)  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  Commission. 

2.  As  a  basis  for  original  appointment: 

(a)  Such  qualifications  as  may  be  required  by 
the  State  Civil  Service  Commission. 

COMPEHSATIOH  — 
JUNIOR  CLERK 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $540  to  $780. 
inclusive,  with  standard  salary  rates  as  follows :  $540, 
$600,  $660,  $720,  $780. 

Annual  salary  increases  of  $60  shall  be  granted 
upon  the  completion  of  six  months  of  satisfactory  service. 
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JUNIOR  CLERK  (INSTITUTIONAL) 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $480  to  $600, 
inclusive,  with  maintenance,  with  standard  salary  rates 
as  follows :     $480,  $540,  $600. 
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OBADE  m    (0  2  m)  Clerical  Service 

Clerk  Chrcup 

TITLES  OF  FOSITIOHS  — 

CLERK 

CLERK  (INSTITUTIONAL) 
CLERK-STENOGRAPHER 
DITTEBS  — 

CLERK 

CLERK  (INSTITUTIONAL) 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
may  involve  limited  supervision,  are  to  perform  clerical 
work  requiring  familiarity  with  general  departmental 
practice,  or  knowledge  of  and  training  in  prescribed 
office  procedure  relating  thereto. 

Ewamplee: 

Filing  and  having  custody  of  correspondence  and  other 
documents. 

'Answering  routine  correspondence. 

Preparing  payroUs  and  other  periodic  reports  incidental 
to  office  management. 

Keeping  time  records. 

Operating  intricate  mechanical  office  devices,  such  as 
tabulating  machines. 

Performing  elementary  statistical  work. 

CLERK-STENOGRAPHER 
Definition: 

The  duties  of  incumbents  of  these  positions,  which 
may  involve  limited  supervision,  are  primarily  to  per* 
form  the  work  prescribed  for  the  position  of  "  Clerk  " 
of  this  Grade,  and  in  addition  thereto,  to  record  dicta- 
tion by  shorthand  or  other  abbreviated  process  and  to 
transcribe  such  record  on  a  typewriter. 

Example: 

Performing  clerical  work  and  in  addition  thereto,  tak- 
ing and  transcribing  dictation. 

QUALIFIOATIONS  — 

CLERK 

CLERK  (INSTITUTIONAL) 

Persons  holding  these  positions  shall  have: 

1.  The    minimum    qualifications    prescribed    for 

Grade  IL 
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2.  Not  less  than  one  year  of  service  in  Grade  II, 
or  if  appointed  otherwise  than  by  promotion  from  Grade 
II,  at  least  one  year  of  experience  in  work  of  Grade  II 
character  and  standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

CLERK-STENOGRAPHER 

1.  Not  less  than  one  year  of  experience  in  work 
of  Grade  II  clerk  group  character  and  standard,  and  in 
addition  ability  to  record  dictation  and  transcribe  same 
on  a  typewriter;  or  at  least  two  years  of  experience  in 
work  of  Grade  I,  Stenographer  Group,  character  and 
standard. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

SPECIAL   EEOITLATION   GOVEBNIirO   AFFOIHTMEHT   TO 

THE    POSmOH    OF    CLEBK    OB    CLEBX- 
STENOOBAFHEB  — 

Appointment  to  positions  of  Clerk  or  Clerk- 
Stenographer  within  this  Grade  shall  be  made  from 
original  eligible  lists,  except  where  the  departmental 
executive  shall  certify  that  it  is  not  practicable  to  fill 
such  position  from  an  original  eligible  list.  This  cer- 
tification must  receive  the  approval  of  the  State  Civil 
Service  Commission. 

SPECIAL  BEOULATION  OOTEBNIirO  CHAITOE  OF  TITLE 

TO  **  CLEBX-STENOOBAPHEB ''  — 

Titles  of  positions  in  Grade  III,  Clerk  Group  or 
Grade  II,  Stenographer  Group,  shall  be  changed  to  derk- 
stenographer  upon  certification  by  the  State  Civil  Serv- 
ice Commission,  only  after  appropriate  tests  indicating 
that  the  incumbents  are  qualified  to  perform  the  duties 
prescribed  for  the  position  of  clerk-stenographer. 

COMPENSATION  — 
CLERK 
CLERK-STENOGRAPHER 

The  range  of  annual  compensation  of  these  posi- 
tions in  this  Grade  for  full  time  service  is  from  $840  to 
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$1200,  inclusive,  with  standard  salary  rates  as  follows: 
$840,  $900,  $960,  $1020,  $1080,  $1200. 

CLERK  (INSTITUTIONAL) 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $660  to  $840, 
inclusive,  with  full  maintenance,  with  standard  rates  as 
follows:     $660,  $720,  $780,  $840. 

SPECIAL    BEGTTLATIOH    OOTEBNIHO    THE    XAXDnm 

KATE— 

The  TnaximuTn  salary  rate,  $1200,  shall  be  assigned 
only  to  positions  involving  supervisory  or  independent 
responsibility.  Such  rate  shall  be  designated  after  indi- 
vidual appraisal,  under  the  rules  of  the  State  Civil 
Service  Commission,  indicating  that  the  rate  so  deter- 
mined does  not  exceed  the  value  of  the  work  to  be 
performed. 
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GRADE  IV   (0  2  IV)  Olerioal  Service 

Olerk  GftHcp. 

TITLE  OF  POSITIONS  — 

SENIOR  CLERK 

SENIOR  CLERK  —  BOOKKEEPER  (INSTITU- 
TIONAL) 

DUTIES  — 

SENIOR  CLERK 
Definition: 

The  duties  of  incumbents  of  these  positione  are  to 
perform  highly  specialized  clerical  work  requiring  inde- 
pendent judgment  and  continuing  responsibility;  or  to 
supervise  and  be  responsible  for  the  clerical  work  of  a 
large  bureau  or  small  department. 

Ewampleg : 

Answering  important  correspondence. 
Installing,  revising,  and  taking  charge  of  a  eompli- 
cated  departmental  filing  system. 

Passing  upon  Touchers  for  official  signature. 

SENIOR  CLERK  —  BOOKKEEPER   (INSTITU- 
TIONAL) 
Definition: 

The  duties  of  incumbents  of  these  positions  which 
require  specialized  training  and  involve  supervisory 
ability,  are  to  take  charge,  upon  assignment,  of  the  gen- 
eral office  work  in  the  steward's  office  in  a  State  institu- 
tion, to  keep  controlling  and  the  more  involved  financial 
records  of  the  institution,  to  prepare  balance  sheets  or 
other  intricate  statements  and  reports  of  the  institution 
and  to  perform  work  of  related  character  and  standard. 

QUALIFICATIONS  — 
SENIOR  CLERK 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  IH. 

2.  Not  less  than  two  years  of  service  in  Grade  III, 
or   if  appointed   otherwise  than  by  promotion  from 


88 

Grade  III,  at  least  two  years  of  experience  in  work  of 
Grade  III  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

SENIOR  CLERK  —  BOOKKEEPER   (INSTITU- 
TIONAL) 
Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  III,  Clerk  Group  or  Grade  I,  Bookkeeper  Group, 
clerical  service. 

2.  Not  less  than  two  years  or  service  in  Grade  III, 
Clerk  Oroup  or  in  Grade  I,  Bookkeeper  Group ;  or  if  ap- 
pointed otherwise  than  by  promotion  from  the  Clerk  or 
Bookkeeper  Groups,  at  least  two  years  of  experience  in 
work  of  Grade  III,  Clerk  Group,  or  Grade  I,  Bookkeeper 
Group,  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COKFEHSATION  — 
SENIOR  CLERK 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $1320  to 
$1800,  inclusive,  with  standard  salary  rates  as  follows: 
$1320,  $1440,  $1560,  $1680,  $1800. 

SENIOR  CLERK  —  BOOKKEEPER  (INSTITU- 
TIONAL) 
The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $1080  to 
$1260,  inclusive,  with  maintenance,  with  standard 
salary  rates  as  follows:    $1080,  $1140,  $1200,  $1260. 

SPECIAL     BEOITLATION     OOVEKNDTO     ADYASOISMXST 

SALAKY  BATES  — 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rate  to  be  designated 
does  not  exceed  the  value  of  the  work  to  be  performed. 
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OEADE  V   (0  2  V)  Clerical  Service 

Clerk  Group 

TITLES  OF  POSITIONS  — 

CHIEF  CLERK 
PRINCIPAL  CLERK 
DTTTIES  — 

DefinUion: 

The  duties  of  incumbents  of  these  positions  are  to 
assume  complete  responsibility  for  the  clerical  work  of  a 
large  department,  requiring  the  highest  degree  of  cleri- 
cal knowledge  and  experience,  and  a  high  order  of  ad- 
ministrative ability  in  the  direction  of  office  procedure; 
or  to  perform  specialized  clerical  work  exacting  the 
highest  degree  of  judgment  and  skill. 

QUALIFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  IV. 

2.  Not  less  than  three  years  of  service  in  Grade  IV, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  IV,  at  least  three  years  of  experience  in  work  of 
Grade  IV  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COHPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1980  to  $2820,  inclusive, 
with  standard  salary  rates  as  follows:  $1980,  $2160, 
$2340,  $2580,  $2820. 

SPECIAL  BEOXriATION  OOVEBNINO  SALABT  BATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do  not 
exceed  the  value  of  the  work  to  be  performed. 


EMPLOYMENT  AGENT  GROUP  (0  3) 

Clerical  Service 
Definition:  Employment  Agent  Oroup 

The  term  Employment  Agent  Graup  is  used  to  identify  those 
authorized  employments  of  the  Clerical  Service,  the  incumbents 
of  which  are  required  to  raster  applicants  for  employment^  to 
judge  their  qualifications  and  assign  them  to  positions  and  to 
solicit  orders  for  employes  from  employers, 
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GRADE  I  (0  3  I)  Cnerical  Bervioe 

Employment  Agent  Cfroup 

TITLE  OF  POSITIONS  — 

KEGISTRAR  OF  EMPLOYMENT 

DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
may  involve  limited  supervision,  are  to  register  appli- 
cants for  employment,  to  judge  their  qualifications,  to 
refer  them  to  positions,  to  receive  requests  for  workers 
from  employers,  to  visit  places  of  employment  in  order  to 
obtain  information  regarding  employment  conditions  and 
kinds  of  work  and  to  solicit  orders,  and  to  perform  other 
incidental  duties  of  equivalent  character. 

Ewamplee: 

Registering  applicants. 

Referring  applicants  to  positions. 

Soliciting  orders. 

Investigating  employment  conditions. 

QUALIFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  A  certificate  of  graduation  from  a  public  high 
school  or  proof  of  other  training  recognized  by  the  State 
Civil  Service  Commission  as  the  equivalent  thereof,  and 
in  addition,  at  least  three  years  of  experience  in  work 
affording  opportunities  for  meeting  and  dealing  directly 
with  people  and  acquiring  knowledge  of  industrial  con- 
ditions; or 

2.  A  degree,  diploma  or  certificate  granted  upon 
the  completion  of  a  standard  course  of  instruction  in  a 
college  of  recognized  standing;  and  in  addition  at  least 
one  year  of  experience  affording  opportunity  for  ac- 
quiring knowledge  of  industrial  conditions. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COHPENSATION  — 

The  range  of  annual  compensation  of  this  Grade  for 
full  time  service  is  from  $900  to  $1560,  inclusive,  with 
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standard  salary  rates  as  follows:     $900,  $960,  $1020, 
$1080,  $1140,  $1200,  $1320,  $1440,  $1560. 

SPECIAL     EEOinATION     aOVEKNDTO     ADTAlTCEMEin 

8ALABY  BATES  — 

Advancemeiit  within  this  Grade  is  conditional  upon 
appraisal  under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rate  to  be  designated  does 
not  exceed  the  value  of  the  work  to  be  performed.  The 
salary  rates,  $1440  and  $1560,  shall  be  assigned  only  to 
positions  involving  independent  supervisory  responsi- 
bility, which  positions  shall  be  identified  by  an  appro- 
priate working  designation,  such  as  ^^  assistant  super- 
intendent." 
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OBADE  n  (0  3  n)  aUrioal  Servioe 

Employment  Agent  Oroup 

TITLE  OF  F0SIT70NS  — 
SUPERINTENDENT  OF  EMPLOYMENT  OFFICE 

DTTTIES  — 

Definition: 

The  duties  of  incmnbents  of  these  positions,  which 
involve  the  supervision  of  a  branch  office  of  the  Bureau 
of  Employment  or  a  major  unit  of  administration  within 
a  large  branch  office,  are  to  supervise  the  registration  of 
applicants  and  decide  questions  relative  to  the  assign- 
ment of  them  to  positions;  to  visit  places  of  employment 
for  the  purpose  of  soliciting  orders;  to  investigate,  or 
direct  investigations  of,  conditions  of  employment  within 
the  territory  under  the  jurisdiction  of  the  branch  office; 
to  prepare  and  deliver  addresses  before  organizations  of 
employers  or  workers,  or  other  groups,  relative  to  the 
work  of  the  employment  office;  and  to  perform  related 
detail  work. 

QUALIFICATIONS  — 

Persons  holding  these  positions  shall  ha/oe: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  three  years  of  service  in  Grade  I 
if  appointed  otherwise  than  by  promotion  from  Grade  I, 
at  least  three  years  of  experience  in  work  of  Grade  I 
character  and  standard,  affording  opportunities  for  meet- 
ing and  dealing  directly  with  people  and  acquiring 
knowledge  of  industrial  conditions. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade  for 
full  time  service  is  from  $1680  to  $2340,  inclusive,  with 
standard  salary  rates  as  follows:  $1680,  $1800,  $1980, 
$2160,  $2340. 
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SPECIAL     BEOITLATION     OOVEBNING     ASTANCEHEBT 

SALABY  BATES  — 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rate  to  be  designated 
does  not  exceed  the  value  of  the  work  to  be  performed. 
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GRADE  in  (0  8  m)  Olerioal  Serviee 

Employment  Agent  Qroup, 

TITLE  OF  POSITION  — 

DIRECTOR  OF  BUREAU  OF  EMPLOYMENT 

DUTIES  — 

DefinUian: 

The  duties  of  the  incumbent  of  this  position,  which 
require  the  highest  order  of  executive  and  managerial 
ability  and  technical  knowledge  of  the  subject  of  employ- 
ment and  the  administration  of  an  employment  office,  are 
to  be  responsible  for  the  administration  of  the  Bureau  of 
Employment. 

QUALIFICATIONS  — 

The  person  holding  this  position  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  XL 

2.  At  least  one  year  of  graduate  university  training 
in  sociology  or  sociological  work  in  an  institution  of  rec- 
ognized standing;  or  at  least  one  year  of  experience  in 
original  sociological  research,  or  such  experience  in  or- 
ganizing or  developing  private  or  public  employment 
agencies  recognized  by  the  State  Civil  Service  Commis- 
sion as  the  equivalent  thereof. 

3.  Not  less  than  three  years  of  service  in  Grade  II, 
or  if  appointed  otherwise  than  by  promotion  from  Grade 
II,  at  least  three  years  of  experience  in  work  of  Grade  II 
character  and  standard. 

4.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $3300  to  $4200,  inclusive, 
with  standard  salary  rates  as  follows:  $3300,  $3600, 
$3900,  $4200. 
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SPECIAL     BEOTTLATION     OOVEKNIHO     ASTAJTCEHEBT 

SALASY  BATES— 

Advancement  within  this  Grade  is  conditional  upon 
appraisal  by  the  State  Civil  Service  Commission  in- 
dicating that  the  rate  to  be  designated  does  not  exceed 
the  value  of  the  work  to  be  performed. 


INTERPBETEB  QROUP  (0  4) 

Clerical  Service 
DefklUum:  interpreter  Group 

The  term  InterpTeter  Group  is  used  to  identify  those  author- 
ized employments  of  the  Clerical  Service,  the  incumbents  of  which 
are  required  to  write  and  speak  English,  and  foreign  languages, 
and  to  translate  correctly  and  fluently  speech  or  writing  in  those 
foreign  languages  into  English  or  vice  versa. 
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OSADE  I  (0  4  I)  Olerieal  Service 

Interpreter  Qroup 

TITLE  OF  POSITIONS  — 

INTERPRETER 

DUTIES  — 

Definitian: 

The  duties  of  incumbentB  of  these  positions,  which 
are  performed  in  connection  with  the  official  routine  work 
of  State  departments,  offices,  or  quasi-judicial  bodies,  are 
to  converse  and  write  in  at  least  two  foreign  languages, 
and  to  translate  correctly  and  fluently  speech  and  writing 
in  tiioee  languages  into  English  or  vice  versa. 

QUALIFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  Such  training  as  is  evidenced  by  ability  to  speak 
and  translate  fluently  at  least  two  foreign  languages.. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Conunission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $960  to  $1440,  inclusive, 
with  standard  salary  rates  as  follows:  $960,  $1080, 
$1140,  $1200,  $1320,  $1440. 

SPECIAL     BEOITLATION     OOVEBNINO     ADTANCEKENT 

8ALABY  BATES  — 

Advancement  within  this  Grade  is  conditional  upon 
appraisal  by  the  State  Civil  Service  Commission,  indi- 
cating that  the  rate  to  be  designated  does  not  exceed  the 
value  of  the  work  to  be  performed  in  the  interpretation 
work  of  quasi-judicial  bodies. 

The  salary  rates,  $1320  and  $1440,  shall  be  as- 
signed only  to  positions  involving  special  responsibility 
in  l^e  interpretation  work  of  quasi-judicial  bodies. 
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GRADE  n  (0  4  n)  Olerioal  Servie^ 

Inimfreier  Qroup 

HUE  OF  posmoHs — 

COUKT  INTERPRETER 

DUTIES  — 

DefinUian: 

The  duties  of  incumbentB  of  these  positions^  which 
require  the  highest  degree  of  personal  honesty  and  aoeu- 
racy^  are  to  translate  for  interpretation  to  courts  and 
other  judicial  bodies^  testimony^  speech  and  writing 
from  foreign  languages  into  English,  or  vice  versa. 

QUAIITIC  ATIONS  — 

Persons  holding  these  posiiions  shall  hwe: 

1.  The  TninJTnuTn  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  three  years  of  service  in  Ghrade  I, 
or  if  appointed  otherwise  than  by  promotion  from 
Qrade  I,  at  least  three  years  of  experience  in  work  of 
Orade  I  diaracter  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COHPEVSATION  — 

The  range  of  annual  compensation  of  this  Qrade 
for  full  time  service  is  from  $1800  to  $2840,  inclusive, 
with  standard  salary  rates,  as  follows:  $1800,  $1080, 
$2160,  $2840. 

SPECIAL  BEaXTLATIOH  OOVEBimra  SALABY  SATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Qrade  are  conditional  upon,  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designjated  do  not 
exceed  the  value  of  the  work  to  be  performed. 


PRIVATE  SEGBETAST  QBOUP  (G  5) 

Clerical  Servioe 
Definition:  Private  Secretary  Orcup 

The  term  Private  Secretary  Group  is  used  to  identify  those 
authorized  employments  of  the  Clerical  Service,  the  incumbents 
of  which  are  required  to  act  as  personal  agents  or  assistants  to 
executive  officials  of  important  or  large  departments,  to  collect 
and  interpret  information  as  a  basis  for  executive  action,  to  relieve 
administrative  officials  of  details  of  office  work,  and  to  represent 
them  in  matters  pertaining  to  the  enforcement  of  executive  orders. 
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GRADE  I  (0  6  I) 


Clerical  Bervioe 
TITLE  OF  POSITIONS  —  Private  Beoretary  Group 

PRIVATE  SEOKETARY 
DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  ane  to 
act  as  personal  agents  or  assistants  to  executive  officials 
of  important  and  large  departments,  to  collect  and  inter- 
pret information  as  a  basis  for  executive  action,  to  re- 
lieve administrative  officials  of  details  of  office  work  and 
to  represent  them  in  matters  pertaining  to  the  enforce- 
ment of  executive  orders,  and  to  perform  incidental  work 
of  equivalent  character  and  standard. 

QH AIDICATIONS  — 

Persons  holding  these  positions  shaU  have: 

1.  Such  qualifications  as  may  be  required  by  de- 
partmental executives. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

OOMFEHSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1800  to  $3060,  inclusive, 
with  standard  salary  rates  as  follows:  $1800,  $1980, 
$2160,  $2340,  $2580,  $2820,  $3060. 

SPECIAL  SEOTJIATIOH  OOVEBHIHO  SALABT  KATES  -* 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do  not 
exceed  the  value  of  the  work  to  be  performed. 


PROCESS  SERVER  AND  MESSENQER  GROUP  (0  6) 

Clerical  Service 

Prooeaa  Server  and  Meaeenger  Oroup 

Definition: 

The  term  Process  Server  and  Messenger  Group  is  used  to 
identify  those  authorized  employments  of  the  Clerical  Service,  the 
incumbents  of  which  are  required  to  serve  I^al  notices,  to  deliver 
important  or  confidential  messages  and  papers  and  to  perform  in- 
cidental clerical  and  investigational  work. 
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(JRADBI(06I)  aiericalBen^ 

TITLE  OF  POSITIONS Private  Beoretary  Group 

PRIVATE  SECRETARY 
DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
act  as  personal  agents  or  assistants  to  executive  officials 
of  important  and  large  departments,  to  collect  and  inter- 
pret information  as  a  basis  for  executive  action,  to  re- 
lieve administrative  officials  of  details  of  office  work  and 
to  represent  them  in  matters  pertaining  to  the  enforce- 
ment of  executive  orders,  and  to  perform  incidental  work 
of  equivalent  character  and  standard. 

QH AII7ICATI0HS  — 

Persons  holding  these  positions  shall  haA)e: 

1.  Such  qualifications  as  may  be  required  by  de- 
partmental executives. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMFEHSATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1800  to  $3060,  inclusive, 
with  standard  salary  rates  as  follows:  $1800,  $1980, 
$2160,  $2340,  $2580,  $2820,  $3060. 

SPECIAL  SEOTTLATIOH  OOVEBimrO  SALABT  KATES  -* 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do  not 
exceed  the  value  of  the  work  to  be  performed. 


PROCESS  SERVER  AND  MESSENGER  GROUP  (0  6) 

Clerical  Service 

Proceaa  Server  and  Messenger  Qrowp 

Definition: 

The  term  Process  Server  and  Messenger  Group  is  nsed  to 
identify  those  authorized  employments  of  the  Clerical  Service^  the 
incumbents  of  which  are  required  to  serve  l^al  notices,  to  deliver 
important  or  confidential  messages  and  papers  and  to  perform  in- 
cidental clerical  and  investigational  work. 
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0£ADE  I  (0  6  I)  Clerical  Service 

Proceee  Server  and  Meaeenger  Group 

TITLES  OF  POSITIOBS  — 

PROCESS  SERVER 
MESSENGER 
DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
require  the  highest  degree  of  trustworthiness,  are  to 
serve  legal  notices;  to  receive  for  delivery  and  deliver 
valuable  documents,  papers,  and  confidential  messages, 
for  important  State  departments,  and  to  perform  inci- 
dental clerical  and  investigational  work. 

Ewample: 

Serving  Bubpoenaa  and  Biunmonses. 

Qir AUFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  III  of  the  Clerk  Group  of  the  Clerical  Service. 

2.  Not  less  than  two  years  of  service  in  Grade  II 
of  the  Clerk  Group  of  the  Clerical  Service,  or  if  ap- 
pointed otherwise  than  by  promotion  from  the  Clerk 
Group,  at  least  two  years  of  experience  in  work  of  Grade 
II,  Clerk  Group,  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

PROCESS  SERVER 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $900  to  $1260,  inclusive, 
with  standard  salary  rates  as  follows:  $900,  $960, 
$1020,  $1080,  $1140,  $1200,  $1260. 

MESSENGER 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $840  to  $1080, 
inclusive,  with  standard  salary  rates  as  follows :  $840, 
$900,  $960,  $1020,  $1080. 
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SPECIAL    BEOULATION    OOVEBNIirO    THE    LAST    TWO 

SALABT  EATES  FOB  PBOCESS  SEBVEB 

The  la8t  two  salary  rates,  $1200  and  $1260,  shall 
be  assigned  only  to  positions  involving  supervisory  or 
independent  responsibility.  Such  rates  shall  be  desig- 
nated after  individual  appraisal,  under  the  rules  of  the 
State  Civil  Service  Commission,  indicating  that  the  rate 
so  determined  does  not  exceed  the  value  of  the  work  to 
be  performed. 


STJPEBVISOR  OF  PUBLICATION  GROUP  (G  7) 

Olerioal  Servioe 
Definition:  Buperviaor  of  Publication  Oroup 

The  term  Supervisor  of  Publication  Group  is  used  to  identify 
those  authorized  employinents  of  the  Clerical  Service,  the  incum- 
bents of  which  are  required  to  issue  orders  embracing  detailed 
instructionB  regarding  size,  style,  type,  stock,  ruling  and  binding 
for  the  printing  of  publications  of  a  State  department  or  of  the 
entire  State  government,  including  annual  and  special  reports 
and  miscellaneous  forms,  bulletins  and  pamphlets,  to  estimate  the 
cost  thereof,  to  direct  and  supervise  the  reading  and  revising  of 
printers'  proof  and  the  distribution  of  publications,  and  to  per- 
form other  related  work. 
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0£ADE  I  (0  7  I) 

Clerioal  Service 
TITLE  OF  POSITION Buperviaor  of  Puhlioaium  Oroup 

ASSISTANT  SUPERVISOR  OF  PUBLICATION 
DITTIES  — 

Definition: 

The  duties  of  the  incumbent  of  this  position  are 
to  check  and  audit  legislative  and  department  printing 
bills,  to  compute  quantities  on  printing  contract  bids^ 
to  tabulate  and  record  printing  bids  and  to  perform 
other  work  of  an  equivalent  character  and  standard  in 
connection  with  the  supervision  and  control  of  all  State 
printing. 

QITALIFICATIOinS— 

The  person  holding  this  position  shall  ha/oe: 

1.  Not  less  than  two  years  of  experience  in  print- 
ing and  publishing  work  requiring  familiarity  with 
printing  terms,  costs  and  rates,  and  affording  oppor- 
tunity to  become  familiar  with  the  type  of  work  covered 
in  this  position. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1200  to  $1680,  inclusive, 
with  standard  salary  rates  as  follows:  $1200,  $1320, 
$1440,  $1560,  $1680. 
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GRADE  n  (0  7  m 

Olerioal  Service 
TITLE  OF  POSITIOHS—  if^ector  of  Publication  Group 

SUPERVISOR  OF  PUBLICATION 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
issue  orders  embracing  detailed  instructions  regarding 
size,  style,  type,  stock,  ruling  and  binding  for  the  print- 
ing of  publications  of  a  State  department,  including  an- 
nual and  special  reports  and  miscellaneous  forms, 
bulletins  and  pamphlets,  to  estimate  the  cost  thereof,  to 
direct  and  supervise  the  reading  and  revising  of  printers' 
proof  and  the  distribution  of  publications,  and  to  per- 
form other  related  work. 

QUALIFICATIOHS— 

Persons  holding  these  positions  shaU  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  three  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from  Grade 
I,  at  least  five  years  of  experience  in  printing  and  pub- 
lishing work  affording  opportunity  to  acquire  a  thorough 
knowledge  of  the  work  covered  in  the  position  to  be 
filled. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPEHSATION— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1800  to  $2580,  inclusive, 
with  standard  salary  rates  as  follows:  $1800,  $1980, 
$2160,  $2340,  $2580. 

SPECIAL  BEOVLATION  OOVEBNINO  SALABT  KATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  grade  are  conditional  upon  ap- 
praisal under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do  not 
exceed  the  value  of  the  work  to  be  performed. 


66 
0£ADE  m  (0  7  m) 

TITLE  OF  POSmair—  Bupervisor  of  Publication  Group 

CHIEF  SUPERVISOR  OF  PUBLICATION 
DUTIES — 

Definition: 

The  dutieB  of  the  incmnhent  of  this  position  are 
to  direct  and  Bflsmne  oomplete  reBponfiibility  for  the 
activities  of  that  department  or  other  unit  of  State  gov- 
ernment ohaiged  with  the  supervision  and  control  of  all 
State  printing. 

QUAIITICATIOHS— 

The  person  holding  this  position  dudl  have: 

1.  ]^ot  less  than  three  years  of  service  in  Grade  II, 
or  if  appointed  otherwise  than  by  promotion  from  Grade 
TLy  at  least  eight  years  of  experience  in  printing  and 
publishing  work  affording  opportunity  to  become 
familiar  with  the  tyx>e  of  work  covered  in  this  position, 
at  least  five  years  of  which  shall  have  been  in  an  ad- 
ministrative capacity. 

2.  Such  additional  qualificationfl  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COlEFEirSATIOH— 

The  range  of  annuial  compensation  of  this  Grade 
for  full  time  service  is  from  $2820  to  $3540,  inclusive, 
vriith  standard  salary  rates  as  follows:  $2820,  $3060, 
$3300,  $3540. 


STENOGRAPHER  GROUP  (G  8) 

Clerioal  BervioB 
Btenographer  Qroup 

DBfiniiion: 

The  term  Stenograplier  Group  is  used  to  identify  those  au- 
thorized employments  of  the  Clerical  Servioe,  the  incumbents  of 
which  are  required  to  record  dictation  by  shorthand  or  by  any 
olher  abbreviated  process^  to  transcribe  such  record  on  a  type- 
writer,  and  to  perform  incidental  clerical  work. 
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ORADE  I  (0  8  I)  Clerical  Service 

Stenographer  Chroup 

TITLE  OF  POSITIONS  — 

JUNIOE  STENOGEAPHEE 

JUNIOR  STENOTYPIST 

JUNIOE  STENOGRAPHER  (INSTITUTIONAL) 

DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are 
to  record  simple  dictation  by  shorthand  or  by  any  other 
abbreviated  process,  to  transcribe  such  record  on  a  type- 
writer, and  to  perform  incidental  clerical  work. 

Ewamplea: 

Taking  and  tranBcribing  routine  correq)ondenee^  re- 
ports, notioes  and  o£Bce  memoranda. 
Operating  a  dictation  machine. 

QVAUFICATIOm  — 

Persons  holding  these  positions  shall  have: 

1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COUPENSATION  — 

JUNIOR  STENOGRAPHER 

JUNIOR  STENOTYPIST 

The  range  of  annual  compensation  of  these  posi- 
tions in  this  Grade  for  full  time  service  is  from  $540 
to  $780,  inclusive,  with  standard  salary  rates  as  follows: 
$640,  $600,  $660,  $720,  $780. 

JUNIOR  STENOGRAPHER  (INSTITUTIONAL) 

The  range  of  annual  compensation  of  this  position 

in  this  Grade  for  full  time  service  is  from  $420  to  $540, 

inclusive,  with  maintenance,  with  standard  salary  rates 

as  follows:     $420,  $480,  $540. 

Note. —  Sixty  dollars  shall  be  added  to  the  above  salary  rates  for  junior 
stenographer  (institutional)  where  it  is  necessary  to  employ  male  stenog- 
raphers owing  to  emergency  requirements  and  other  special  demands. 
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GRADE  n  (0  8  n)  Clerical  Service 

Stenographer  Oroup 

TITLE  OF  POSITIONS  — 

STEXOGRAPHER 

STENOTYPIST 

STEXOGRAPHER  (IXSTITrTIONAL) 

SUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
record  dictation  of  technical,  scientific,  legal  or  other 
matter  recognized  as  difficult,  and  to  transcribe  such  rec- 
ord with  accuracy  and  skill  on  a  typewriter;  to  answer 
independently  minor  executive  correspondence,  and  to 
perform  incidental  clerical  work. 

Ewamplee: 

Taking  and  transcribing  legal  briefs,  opinions,  agree- 
ments and  statements. 

Taking  and  transcribing  scientific  conmiunications,  re- 
ports and  papers. 

QXTALIFICATIOHS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  one  year  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  I,  at  least  one  year  of  experience  in  work  of 
Grade  I  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Conmiission. 

COHPENSATION  — 

STENOGRAPHER 
STENOTYPIST 

The  range  of  annual  compensation  of  these  posi- 
tions in  this  Grade  for  full  time  service  is  from  $840 
to  $1080,  inclusive,  with  standard  salary  rates  as  fol- 
lows:   $840,  $900,  $960,  $1020,  $1080. 
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STENOGRAPHER  (INSTITUTIONAL) 

The  range  of  annual  compensation  of  ibis  poftition 
in  this  Ghrade  for  fuU  time  service  is  from  $720  to  $900, 
inclusiyey  with  maintenance,  with  standard  saliury  rates 
as  follows:     $720,  $780,  $840,  $900. 

NoiB.— Sixty  dollars  shall  be  added  to  the  above  salaiy  rates  for  stenog- 
rapher (institutional)  where  it  is  necessary  to  employ  male  stenographers, 
owing  to  emergency  requirements  and  other  special  demands. 
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Olerioal  Service 
OBADE  m  (0  8  nZ)  stenographer  Group 

XHLE  OF  P08ZTI0HS  — 

SENIOR  STENOGRAPHER 

SENIOR  STENOTYPIST 

JIUTIES  — 

Definition: 

The  duties  of  incombents  of  these  positions  are  to 
cnipervise  a  stenographio  boreau ;  to  act  in  a  secretarial 
capacity  to  executive  officers;  to  report  departmental 
hearings  and  investigations ;  to  perform  important  steno- 
graphic or  secretarial  services^  in  relation  to  and  which 
require  a  knowledge  of,  legal  or  other  specialized  pro- 
cedureSy  and  to  perform  incidental  clerical  work. 

Ewamp^: 

Supervising  the  general  eteaograpliio  foroe  of  a  large 
bureau  or  departmeni. 

Angwering  independently,  oorrespondence  for  depart- 
mental executives. 

Beporting  testimony  at  departmental  hearings. 

QTTAimCATIOHS  — 

Persons  holding  these  positions  shall  hwoe: 

1.  The  TnininiTiTn  qualifications  prescribed  for 
Grade  II. 

2.  ITot  less  than  two  years  of  service  in  Grade  11, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  II,  at  least  two  years  of  experience  in  work  of 
Grade  II  character  and  standard;  or  not  less  than  two 
years  of  service  in  Grade  III,  Olerk  Group,  as  a  clerk- 
stenographer. 

8.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Oivil  Service  Oommission. 

COMFEHSATIOH  — 

The  range  of  annual  compensation  of  this  Ghrade 
for  full  time  service  is  from  $1200  to  $1800,  inclusive, 
with  standard  salary  rates  at  follows:  $1200,  $1820, 
$1440,  $1660,  $1680,  $1800. 
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SPECIAL  BEOiriATIOH  OOYEBNINO  SALABT  KATES  — 

The  entrance  and  other  salary  rates  of  portions 
classified  within  this  Grade  are  oondilional  upoB  ap- 
praisal, tinder  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 
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OBADE  IV  (C  8  IV)  Clerical  Service 

Stenographer  Oroup 

TTTIES  OF  POSITIONS  — 

COURT  STENOGRAPHER 
HEARING  STENOGRAPHER 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
perform  work  requiring  the  highest  degree  of  steno- 
graphic skill  and  a  comprehensive  knowledge  of  court 
procedure,  and  to  perform  incidental  clerical  work. 

Ewample: 

Acting  as  hearing  stenographer  to  the  Governor. 

QITALIFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  III. 

2.  Not  less  than  three  years  of  service  in  Grade  III, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  III,  at  least  three  years  of  experience  in  taking 
te^imony  at  hearings. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COKFENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $2160  to  $2820,  inclusive, 
with  standard  salary  rates  as  follows:  $2160,  $2340, 
$2580,  $2820. 

SPECIAL  SEOTTLATION  00 VERNINO  SALARY  RATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do  not 
exceed  the  value  of  the  work  to  be  performed. 


TELEPHONE  OPERATOR  GROUP  (0  9) 

Olerioal  Service 
Telephone  Operator  Qroup 

Definition: 

The  term  Telephone  Operator  Group  is  used  to  identify  those 
authorized  employments  of  the  Clerical  Service^  the  inGumbents 
of  which  are  required  to  operate  telephone  switchboardsy  and  to 
perform  incidental  clerical  work. 
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GRADE  I  (C  9  I)  Olerioal  Bervioe 

Telephone  Operator  Qroup 
TITLES  OF  P0SITI0H8— 

TELEPHONE  OPERATOR 

TELEPHONE  OPERATOR  (INSTITUTIONAL) 
DUTIES  — 

DefinUion: 

The  duties  of  incumbents  of  these  positions  which 
require  knowledge  of  the  relations  of  a  department  with 
other  departments  and  with  the  public^  are  to  operate 
telephone  switchboards,  other  than  monitor  or  small 
boards,  to  keep  record  of  telephone  calls,  and  to  per- 
form incidental  clerical  work. 

QTTAIIFICATIOHS  — 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  one  year  of  experience  in  operat- 
ing telephone  switchboards. 

2.  Such  additional  quaUficatione  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COHFEHSATIOH  — 

TELEPHONE  OPERATOR 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $540  to 
$1020,  inclusive,  with  standard  salary  rates  as  follows : 
$540,  $600,  $660,  $720,  $780,  $840,  $900,  $960,  $1020. 

TELEPHONE  OPERATOR  (INSTITUTIONAL) 
The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $420  to  $540, 
inclusive,  with  maintenance,  with  standard  salaiy  rates 
as  follows :     $420,  $480,  $540. 

SPECIAL  BEOiriATIOH  OOVEBHIVO  SALABT  EATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Qrade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Oivil  Service  Oom- 
mission,  indicating  that  the  rates  to  be  designated  do  not 
exceed  the  value  of  the  work  to  be  performed. 


TYPIST  aBOTTP  (0  10) 

Clerical  Service 
Typist  Oroup 

DefinUian: 

The  term  Typist  Group  is  used  to  identify  tbose  authorized 
employments  of  the  Clerical  Service,  the  incumbents  of  which 
are  required  to  operate  an  ordinary  or  special  typewriter  and  to 
perform  incidental  clerical  work. 
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OBADE  I  (C  10  I)  merioal  £fan>ioi 

TITLE  OF  POSITIONS  — 

JUNIOE  TYPIST 
DITTIES  — 

Definitian: 

The  duties  of  incumbents  of  these  positional  are  to 
type  communications,  reports  and  miscellaneous  memo- 
randa from  prepared  manuscript  and  to  perform  inci- 
dental clerical  woik. 

Ewample§: 

GopTing  information  on  prescsriiMd  forma. 

Typewriting  form  lettenk 

Cutting  BtencilB  for  duplicating  machines. 

QTTAIIFICATIOHS  — 

Persons  holding  these  positions  shall  ha/ve: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $420  to  $660,  inclusive, 
with  standard  salary  rates  as  follows:  $420,  $480, 
$540,  $600,  $660. 
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OBiJ>E  n  (€  0  n)  <^i^'rioal 

TypM  Qrtmp 

HUE  OF  Fosinoira — 

TYPIST 
JIUTIKS  — 

DefinUion: 

The  duties  of  incumbents  of  these  positions  are  to 
typewrite  difficult  or  technical  matter,  requiring  ability 
to  rearrange,  expand,  segregate  or  tabulate  involved  ma- 
terial, and  to  perform  incidental  clerical  work. 

Copjing  legal  doeamenis. 

Opmitiog  special  bUling  maehinea  or  book  typewritera. 

Copying  involved  aoooimting  and  Btatistical  tables. 

Qir AimCATIOHS  — 

Persons  holding  these  positions  shatt  ha/ve: 

1.  The  minimum  qualifications  prescribed  for 
Chrade  L 

2.  Kot  less  than  one  year  of  service  in  Grade  I,  or 
if  appointed  otherwise  than  by  promotion  from  Qrade  I, 
at  least  one  year  of  experience  in  work  of  Grade  I  char- 
acter and  standard. 

8.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Oivil  Service  Commission. 

COMPEHSATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $720  to  $1020,  inclusive, 
wiHi  standard  salary  rates  as  follows:  $720,  $780, 
$840,  $900,  $960,  $1020. 


AOOOTTNTANT  QBOUP  (D  1) 

Profeitiotial  v»d  Boimtifio  Berviee 
DefmUion:  Accountant  Qrcup 

The  term  Accountant  Group  is  xused  to  identify  those  author- 
ized employments  of  the  Professional  and  Scientific  Service^  the 
incumbents  of  which  are  required  to  collect,  collate,  analyze  and 
interpret  financial  data,  to  examine  books  of  accounts  and  report 
upon  their  accuracy  and  significance,  or  to  devise,  install  and 
supervise  business  procedure  in  regard  to  financial  and  auditing 
methods. 

78 


u 

dftADK  1  (D  1  I)  Profe$9ional  nmd  Scimtifio  Service 

TITLE  OF  P08ITIOHS  —  ^ooouniani  Group 

JUNIOR  ACCOUNTANT 
DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
perform,  imder  supervision,  detail  work  involved  in  the 
audit^  examination  and  investigation  of  financial  trans- 
actions^ and  to  compile  data  for  financial  reports. 
Ewamplee: 

Verifying  extensioiiB  and  footings. 

Taking  and  checking  trial  balances. 

Analyzing  and  reconciling  simple  accounts. 

Cheddng  ledger  postings  with  registers. 

QTTAUFICATIOHS  — 

Persons  holding  these  positions  shall  have: 

1.  Such  training  in  accounting  as  is  evidenced  by 
a  certificate  granted  on  completion  of  a  standard  course 
of  instruction  in  an  accounting  school  of  recognized 
standing,  or  proof  of  other  training  in  accounting  recog- 
nized by  the  State  Civil  Service  Commission  as  the 
equivalent  thereof;  or 

2.  Not  less  than  two  years  of  service  in  Grade  I  of 
the  Bookkeeper  Group  of  the  Clerical  Service,  or  if  ap- 
pointed otherwise  than  by  promotion  from  the  Book- 
keeper Group,  at  least  two  years  of  experience  in  double 
entry  bookkeeping  work  of  Grade  I  Bookkeeper  Group, 
character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMFENSATIOir  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $960  to  $1320,  inclusive, 
with  standard  salary  rates  as  follows:  $960,  $1080, 
$1200,  $1320. 


G&ASS  n  (D  1  n)  rrofeuUmal  omd  Bdemtifio  Servioe 

TirriK  OP  POSinOlRI ^ooomuoi**  Oroup 

AOOOUNTAIfT 
DUTIES  — 

Definiiian: 

The  duties  of  ineumbeats  of  these  positions  are  to 
perform  important  detail  work  involved  in  the  audit, 
examination  and  investigation  of  financial  transactions, 
and  to  report  thereon,  to  supervise  a  section  of  an  im- 
portant examination,  to  conduct  independently  an  ex- 
amination of  minor  scope,  and  to  devise  and  install 
simple  accounting  systems  in  State  departments,  bureaus 
and  offices. 

BwampleM: 

Analyziiig  and  reconciling  intricate  accounts. 
Kraininlng  accounts  of  institutionB. 
Siq>erviBing  a  section  of  an  examination  of  a  public 
utility  company. 

QTTAUEICATIOHS  — 

Persons  holding  these  positions  shall  have: 

(a)  As  a  bans  for  promotion: 

1.  ISTot  less  than  two  years  of  service  in  Grade 
I;  or 

NoiSBL — Frerioua  practical  experience  outside  the 
State  service  of  at  least  one  year,  in  work  of  Qrade  I 
character  and  standard  shaU  be  accepted  as  the  equivalent 
of  one  year  of  service  in  Grade  I. 

2.  ^ot  less  than  three  years  of  service  in 
Grade  II  of  the  Bookkeeper  Group  of  the  Clerical 
Service. 

3.  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  Commission. 

(b)  As  a  basis  for  original  appointment: 

1.  "Not  less  than  two  years  of  experience  in 
work  of  Grade  I  character  and  standard ;  or 

2.  ISTot  less  than  two  years  of  experience 
in  supervising  a  unit  of  organization  charged  with 
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the  keeping  of  financial  reoords^  in  keeping  oozir 
trolling  or  involved  financial  reoords^  or  in  jHrepar- 
ing  balance  Bheets,  special'  financial  and  other  in- 
tricate statements  and  reports. 

3.  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  Oommission. 

COMFEHSATIOir  — 

The  range  of  annual  compensation  of  thia  Grade  for 
full  time  service  is  from  $1440  to  $2160,  inclusive,  with 
standard  salary  rates  as  follows:  $1440,  $1560,  $1680, 
$1800,  $1980,  $2160. 

SPECIAL  REOVLATION  OOVESHIirO  8ALAB.T  BATES  — 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  imder  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed. 
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GRADE  m  (D  1  m)  Prof enian<a  and  scientific  Bervic. 

HXLE  OF  POSIIiairS  —  Accountant  Group 

SENIOE  ACCOUNTANT 
AUDITOR 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
conduct  independently,  audits,  examinations  and  inves- 
tigations of  major  importance,  and  to  report  thereon, 
to  devise  and  install  new  methods  of  accounting  pro- 
cedure of  complex  nature,  and  to  give  critical  and  con- 
structive accounting  and  auditing  advice  of  a  high  order. 

Bwampla: 

Supervisbig  an  examination  of  a  pubUo  ntHitj  com- 
pany. 

QVALIFICATIOIIB  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  H. 

2.  Not  less  than  two  years  of  service  in  Orade  II, 
or  if  appointed  otherwise  than  by  promotion  from  Grade 
II,  at  least  two  years  of  experience  in  work  of  Grade  II 
character  and  standard. 

3.  Evidence  of  having  fulfilled  the  requirements  in 
auditing  and  accounting  theory  and  practice,  except  that 
of  experience,  set  by  the  Board  of  Begents  of  the  Uni- 
versity of  the  State  of  New  York,  for  a  certificate  to  prac- 
tice as  a  Certified  Public  Accountant,  or  proof  of  other 
training  in  accounting  recognized  by  the  State  Civil  Serv- 
ice Commission  as  the  equivalent  thereof. 

4.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMFEESATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  fuU  time  service  is  from  $2340  to  $3540,  inclusive, 
with  standard  salary  rates  as  follows:  $2340,  $2580. 
$2820,  $3060,  $8300,  $3540. 
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SPECIAL  BEG VL&TIOR  OOVEBinNO  SALABT  BATES  — 

The  entrance  and  other  salary  rates  of  positions 
dassified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Gomr 
mission,  indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 
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GRADE  IV  (D  1  IV)  Profe8H(mal  amd  Boimtifio  Bervice 

TITLES  OE  POSITIONS  —  ±ooowniwU  Group 

CHIEF  ACCOUNTANT 
STIPEEVISING  ACCOUNTANT 
SUPERVISING  AUDITOR 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
supervise  an  entire  accounting  division  of  a  unit  of 
State  government  engaged  in  the  examination  and  in- 
vestigation of  the  accounting  method  of  executive  de- 
partments, and  public  utility  companies;  or  to  super- 
vise directly  a  number  of  simultaneous  audits  and  exam- 
inationSy  and  to  give  critical  and  constructive  accounting 
and  auditing  advice  of  the  highest  order. 


Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  III. 

2.  Not  less  than  three  years  of  service  in  Grade 
III,  or  if  appointed  otherwise  than  by  promotion  from 
Grade  III,  at  least  three  years  of  experience  in  work  of 
Grade  III  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COHFEiraATIOR  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $3900  to  $5400,  inclusive, 
with  standard  salary  rates  as  follows:  $3900,  $4200, 
$4500,  $4800,  $5100,  $5400. 

SPECIAL  REGULATION  OOVEBinnO  SALABT  BATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 


ACTUARY  GROUP  (D  2) 

ProfesHonal  and  Baim^tifio  Bttvioe 
Definition:  Actuary  Oroup 

The  term  Actuary  Group  is  used  to  identify  those  authorized 
employments  of  the  Professional  and  Scientific  Service,  the  incum- 
bents of  which  are  required  to  collect,  tabulate,  verify,  analyze 
and  interpret  actuarial  data,  to  prepare  actuarial  formulae,  and 
to  give  critical  and  constructive  actuarial  advice. 
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OBADE  I  (D  2  I)  Profe89umal  and  BeimHfio 

TITLE  OE  FOSITIOirS —  Aotuary  Group 

ASSISTANT  ACTUARY 
DUTIES— 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
assist  in  the  direction  and  supervision  of  an  actuarial 
unit  of  a  State  department  charged  with  the  collection, 
tabulation,  yerification,  analysis  and  interpretation  of 
actuarial  data,  to  prepare  actuarial  formulae,  and  to 
give  critical  and  constructive  actuarial  advice. 

QUALIFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  Such  training  and  experience  in  the  theory  and 
practice  of  the  actuarial  science  as  is  evidenced  by 
membership  in  an  actuarial  society  of  recognized 
standing. 

2.  Not  less  than  four  years  of  experience  in  actu- 
arial methods  and  practice,  requiring  a  thorough  knowl- 
edge of  higher  mathematics  and  a  practical  knowledge 
of  the  Insurance  Law  of  the  State  of  New  York,  the 
law  of  contracts,  agency,  and  other  subjects  of  com- 
mercial practice,  and  the  science  of  accounting,  and  a 
broad  understanding  of  social  and  economic  phenomena. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $2340  to  $3300,  inclusive, 
with  standard  salary  rates  as  follows:  $2340,  $2580, 
$2820,  $3060,  $3300. 

SPECIAL  BEGULATION  OOVEBNING  SALARY  BATES— 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  tiiat  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  perf ormed* 
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OSADE  n  (D  2  n)  Profeaaumal  and  SoimHfio  Bwvice 

TITLE  OE  POSITIONS —  Actuary  Group 

AOTUAEY 
DUTIES  — 

Definition: 

The  duties  of  incumbeiiits  of  these  poeitions^  which 
require  the  widest  experience  in  actuarial  work  and 
the  highest  degree  of  specialized  knowledge  and  skill 
in  the  actuarial  sdence^  are  to  direct  and  supervise  an 
actuarial  unit  of  a  State  department  charged  with  the 
collection^  tabxdation,  verification^  analysis  and  inter- 
pretation of  actuarial  data,  to  prepare  actuarial  form- 
ulae,  and  to  give  critical  and  constructive  actuarial 
advice  of  the  highest  order. 

air Aimc  ATI0B8 — 

Persons  holding  these  portions  shdU  have: 

1.  The  TniniTnum  qualifications  prescribed  for 
Grade  I. 

2.  "Not  less  than  three  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  I,  at  least  three  years  of  experience  in  work  of 
Grade  I  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COHFEHSATIOir — 

The  annual  compensation  of  this  Grade  for  full 
time  service  is  $3600  and  up. 

SPECIAL  BEGXTLATIOB  OOVEBHIirG  SALARY  BATES— 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisaly  under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  yalue  of  the  work  to  be  performed- 


AGE0N0MI8T  GROUP  (D  3) 

ProfesHonal  and  Sdentifio  Bmvie^ 
Definition:  AgnmomiBt  Orwtp 

The  term  Agronomist  Group  is  used  to  identify  those  au- 
thorized employments  of  the  Professional  and  Scientific  Service, 
the  incombents  of  which  are  required  to  conduct  field  and  labora- 
tory experiments  in  soils  and  crops  and  to  apply  the  results  of 
such  reBeaich  to  the  promotion  of  crop  production. 
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G&ADE  I  (D  8  I)  ProfeMional  and  Sdeniific  8ervic4 

TITLE  OF  POSITIONS—  Agtxmomist  Group 

ASSISTANT  AGRONOMIST 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
conduct  detailed  laboratory  and  field  experiments  in 
soils  and  crops  and  to  prepare  notes  and  reports  upon 
aama. 

QUALIFICATIOirS  — 

Persons  holding  these  positions  shall  have: 

1.  Such  education  as  is  evidenced  by  a  degree, 
certificate  or  diploma  granted  on  completion  of  a  stand- 
ard course  of  instruction  in  a  college  of  recognized 
standard,  including  at  least  two  years  of  instruction  in 
chemistry  and  physics,  with  special  reference  to  soil 
composition  and  fertility  and  plant  nutrition. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COHFENSATIOR— 

The  range  of  annual  compensation  of  this  Grade 
for  fxdl  time  service  is  from  $1080  to  $1680,  inclusive, 
with  standard  salary  rates  as  follows:  $1080,  $1200, 
$1320,.  $1440,  $1560,  $1680. 

SPECIAL  SEOVIATION  OOVEEimrO  ADVAlTCEHEirr  SAL- 
ARY AATES  — 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the*  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed. 


fiftADS  n  (O  S  tl)  ProfenUmat  omd  BotmiifU  Service 

THEE  OP  POSmOIS—  Agrwumiet  Qrovp 

AQKONOMIST 
DUTIES— 

DefifUUon: 

The  duties  of  incumbents  of  these  positions,  which 
require  the  highest  degree  of  specialized  knowledge  of 
agronomy,  are  to  direct  and  be  responsible  for  the  work 
of  employes  in  Grade  I  in  the  conduct  of  field  and 
laboratory  experiments  and  research,  to  make  inde- 
pendent experiments  and  studies  and  to  apply  the  re- 
sults of  such  research  to  the  promotion  of  crop  produc- 
tion, and  perform  other  related  work  of  equivalent 
character  and  standard. 

OTAUFICATIOBB— 

The  person  holding  this  position  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  two  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from  Grade 
I,  at  least  three  years  of  experience  in  work  of  Grade  I 
character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPEHBATIOH— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1800  to  $3060,  inclusive, 
with  standard  salary  rates  as  follows:  $1800,  $1980, 
$2160,  $2340,  $2580,  $2820,  $3060. 

SPECIAL  SEOULATIOR  OOVEBHIHO  SALABT  AATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, imder  tho  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 


AKCHEOLOOIST  OSOUP  (D  4) 

Professional  and  BoierUifio  Service 
Definition:  Areheologigt  Group 

The  term  Archeologist  Group  is  used  to  identify  those  author- 
ized employments  of  the  Professional  and  Scientific  Service,  the 
incumbents  of  which  are  required  to  study  and  conduct  research 
work  involving  archeological,  ethnological  and  philological  analysis, 
the  classification  and  preparation  of  collections  of  the  State 
museum,  and  to  prepare  reports  on  the  results  of  research  and 
observations. 
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GRADE  I  (D  4  I)  ProfesHofM  and  Boimiifie  Beniee 

TITLES  OF  POSinOHS Archeologiti  Group 

ASSISTANT  ABCHEOLOQIST 
DUTIES  — 

Defimtion: 

The  duties  of  incumbents  of  these  positions  are  to 
assist  in  the  collection,  classification  and  study  of 
archeological,  ethnological,  philological  and  anthropo- 
logical materials,  and  to  assist  in  field  and  laboratory 
experiments  and  research. 

.     QV AimCATIOES  — 

Persons  holding  these  positions  shall  have: 

1.  Such  training  in  archeology  and  history  as  is 
evidenced  by  a  degree,  diploma  or  certificate  granted  on 
the  completion  of  a  standard  course  of  instruction,  in- 
cluding at  least  two  years  of  study  in  archeology  and 
history  in  a  college  of  recognized  standing,  or  other 
proof  of  training  in  archeology  and  history  recognized 
by  the  State  Civil  Service  Commission  as  the  equivalent 
thereof. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMFEESATION  — 

The  range  of  annual  compensation  of  .this  Grade 
for  full  time  service  is  from  $1080  to  $1680,  inclusive, 
with  standard  salary  rates  as  follows:  $1080,  $1200, 
$1820,  $1440,  $1560,  $1680. 


SPECIAL  BEOVIATION  OOVEBHIHO  ADYAXCEXEST  SAL- 
ARY AATES  — 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  ^ot  exceed  the  value  of  the  work  to  be  performed* 
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CBEtADE  n  f  D  4  m 

TITLE  OF  POSinOHS  —  Aroheoloffigt  Group 

AROHEOLOGUST 


DefimHon: 

The  dutieB  of  incumbents  of  these  positions,  which 
require  the  highest  d^ree  of  specialized  knowledge  of 
archeology,  are  to  direct  and  assume  responsibility  for 
the  work  of  employes  in  Grade  I  in  the  conduct  and 
reporting  of  field  and  laboratory  experiments  and  re- 
search and  to  study,  classify  and  prepare  collections  for 
the  State  museum. 

Qir AUFICATIOHS  — 

Peraofis  holding  these  positions  shaU  ha/ire: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  ITot  less  than  two  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  I,  at  least  three  years  of  experience  in  work  of 
Grade  I  character  and  standard. 

3.  Such  additional  qualificati<ms  as  may  be  required 
by  the  State  Civil  Service  Commission. 

C01CPEH8ATI0N  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1800  to  $3060,  inclusive, 
with  standard  salary  rates  as  follows:  $1800,  $1980, 
$2160,  $2340,  $2580,  $2820,  $3060. 

SPECIAL  BEGTJLATIOH  GO VEBHIHG  SALABT  BATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  WG&di  the  value  of  th^  work  to  be  perf ormedr 
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GRADE  I  (D4I)  PfofeuionalarndBoientilleBenke 

TTTLEa  OF  FOSmOHS  —  A^rcheologist  Grovp 

ASSISTANT  AROHEOLOGIST 
DXTTIES  — 

DefifUium: 

The  duties  of  incumbents  of  these  positions  are  to 
assist  in  the  collection,  classification  and  study  of 
archeological,  ethnological,  philological  and  anthropo- 
logical materials^  and  to  assist  in  field  and  laboratory 
experiments  and  research. 

.     QXTAUFIC  ATIOHS  — 

Persons  holding  these  positions  shaU  have: 

1.  Such  training  in  archeology  and  history  as  is 
eyidenced  by  a  degree,  diploma  or  certificate  granted  on 
the  completion  of  a  standard  course  of  instruction,  in- 
cluding at  least  two  years  of  study  in  archeology  and 
history  in  a  college  of  recognized  standing,  or  other 
proof  of  training  in  archeology  and  history  recognized 
by  the  State  Civil  Service  Commission  as  the  equivalent 
thereof. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMFENSATIOH  — 

The  range  of  annual  compensation  of  .this  Grade 
for  full  time  service  is  from  $1080  to  $1680,  inclusive, 
with  standard  salary  rates  as  follows:  $1080,  $1200, 
$1820,  $1440,  $1560,  $1680. 

SFEGIAL  BEOVLATIOH  OGVERHINO  ADVAITGEMENT  SAL- 

ABT  AATES— 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not;  exceed  the  value  of  the  wo^l^  to  be  perf  orme^f 
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GRADE  n  (D  4  n)  ProfeuUmal  amd  BoimUfie  Bmvioe 

TITLE  OF  POSmOHS  —  Arokeologist  Group 

AEOHEOLOGIST 


DeftniUan: 

The  dntieB  of  incumbents  of  these  positions,  which 
require  the  highest  degree  of  specialized  knowledge  of 
archeology,  are  to  direct  and  assume  responsibility  for 
the  work  of  employes  in  Grade  I  in  the  conduct  and 
reporting  of  field  and  laboratory  experiments  and  re- 
search and  to  study,  classify  and  prepare  collections  for 
the  State  museum. 

QITAUFICATIOHS  — 

Persons  holding  these  positions  shaU  home: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Kot  less  than  two  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  I,  at  least  three  years  of  experience  in  woik  of 
Grade  I  character  and  standard. 

3.  StLch  additional  qualifications  as  may  be  required 
by  the  State  Oivil  Service  Commission. 

COXFEFSATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1800  to  $3060,  inclusive, 
with  standard  salary  rates  as  follows:  $1800,  $1980, 
$2160,  $2840,  $2580,  $2820,  $8060. 

SPECIAL  BEOTTLATIGE  OOVEBHINO  SALABT  EATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  woei&Si.  the  value  of  tb^  work  to  be  performed* 


ABOHITEOT  GROUP  (D  5) 

Prof099kmal  and  Bcientifio  Berviee 
Definition:  Arehiteot  Group 

Tlie  term  Architect  Group  is  used  to  identify  those  author- 
ized eznployineiits  of  the  Professional  and  Scientific  Service^  the 
incumbents  of  which  are  required  to  make  architectural  surveys^ 
studies,  designs,  plans  and  specifications  for  State  institutional 
buildings,  armories,  parks  or  other  State  projects^  and  to  supei^ 
vise  and  inspect  the  construction,  alteration^  and  repair  of  the 
same  and  make  reports  thereon. 
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6BADE  I  (D  5  I)  Pn^euUmal  amd  BeimHfic  Service 

TITLE  OF  POSITIONS ArehUeot  Group 

ARCHITECTURAL  ASSISTANT 
DUTIES— 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 

perform,   under   supervision,    simple   and   elementary 

work  in  architecture,  in  the  field  or  offic& 
Baamplee: 

Laying  out  simple  architectural  drawings. 

Tracing  and  lettering. 

QXTALIFICATIONS— 

Persons  holding  these  positions  shaU  have: 

1.  Not  less  than  three  years  of  experience  in  ele- 
mentary work  in  architecture  in  the  field  or  office;  or 

2.  I^ot  less  than  two  years  of  training  in  a  tech- 
nical school  of  recognized  standing  in  a  standard 
course  of  study,  leading  to  the  degree  of  Bachelor  of 
Architecture. 

8.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATIOlir— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $840  to  $1080,  inclusive, 
with  standard  salary  rates  as  foUowis:  $840,  $900, 
$960,  $1020,  $1080. 
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GEADE  n  (D  6  n)  Profuiianal  and  Beimtifio  Berviee 

TITLE  OF  POSITIOira—  ^roMteot  Group 

JUNIOR  ARCHITECTURAL  DESIGNER 
DUTIES*  — 

DefinUian: 

The  duties  of  inoumbents  of  these  positionSy  which 
may  involve  supervision^  are  to  execute  definite  instruc- 
tions in  minor  architectural  projects  in  the  field  or  office. 

Emamples: 

Developing  sketches. 

Preparing  working  drawings. 

Making  fuU  sized  details. 

Inspecting,  investigating  and  reporting  relative  to 
architectural  work. 

Making  studies  of  methods  for  solving  problems  in 
connection  with  a  general  plan. 

QXTAIIFICATIOira  — 

Persona  holding  these  positions  shall  ha/ve: 

(a)  As  a  basis  for  promotion: 

1.  Not  less  than  two  years  of  service  in 
Grade  L 

2.  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  Comnussion. 

(b)  As  a  basis  for  original  appointment: 

■ 

1.  A  degree  of  Bachelor  of  Architecture 
granted  on  completion  of  a  standard  course  of  in- 
struction in  a  school  of  recognized  standing,  and 
in  addition  at  least  one  year  of  practical  experience 
in  architectural  work  of  Grade  I  character  and 
standard;  or 

2.  Not  less  than  five  years  of  experience  in 
architectural  work,  provided  that  training  in  archi- 
tecture at  a  school  of  recognized  standing  will  be 

*  These  specifications  contemplate  that  routine  inspec- 
tion of  architectural  project*  under  iupervision  will  be  per- 
formed b7  "  Inspectors  of  BuUdinga  "  recruited  from  thA.fir8t 
grade.  Inspector  of  Buildings  Group,  Inspeetional  S«i^v6^ 
Seepage388b 


"  94 

6BADE  I  (D  6  I)  ProfeuUmaX  amd  BoimHfio  Bervic 

TITLE  OP  POSITIONS—  ^rcMieot  Onnip 

ARCHITECTURAL  ASSISTANT 
BUTIES— 

Definition: 

The  duties  of  ineombents  of  these  positions  are  t- 

perform,    under   supervision,    simple   and   elementarv 

work  in  architecture,  in  the  field  or  offica 
EaampleM: 

Laying  out  simple  architectural  drawings. 

Tracing  and  lettering. 

QXTALIPICATIONS  — 

Persons  holding  these  positions  shaU  have. 

1.  Not  less  than  three  years  of  experience  in  < 
mentary  work  in  architecture  in  the  field  or  office; 

2.  I^ot  less  than  two  years  of  training  in  a  tc^ 
nical  school  of  recognized  standing  in  a  stand. 
course  of  study,  leading  to  the  degree  of  Bachelor 
Architectura 

8.  Such  additional  qualifications  as  may  be  requi 
by  the  State  Civil  Service  Commission. 

COMPENSATIOlir— 

The  range  of  annual  compensation  of  this  6i 
for  full  time  service  is  from  $840  to  $1080,  indus* 
with  standard  salary  rates  as  foUowis:     $840,  $r 
$960,  $1020,  $1080. 
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accepted  as  the  equivalent  of  three  years  of  ^e 
experience  requirement  in  this  section. 

3.  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  Commission. 

C0MFEH8ATI0H— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1200  to  $1800,  inclusive^ 
with  standard  salary  rates  as  follows:  $1200,  $1320, 
$1440,  $1560,  $1680,  $1800. 
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GRADE  m  (D  6  m)  Pnfeuumdl  and  Boientifio  Servict 

TITLES  OF  POSITIONS—  ^rehittct  Group 

ABOHITECTUKAL  DESIGNER 

SUPERVISOR  OF  BUILDING  CONSTRUCTION 

DITTIES— 

DefinUian: 

The  duties  of  incumbents  of  these  positions,  which 
involve  supervision  of  squads  or  other  units  of  employes, 
are  to  plan,  design  and  prepare  specifications  and  esti- 
mates for  architectural  projects;  to  assume  independent 
responsibility  for  the  inspection  of  construction  work 
in  progress;  and  to  perform  work  of  related  character 
and  standard. 

BmampleM: 

Laying  out  contract  and  working  drawings,  scale  and 
full  sized  detailB,  perspective  and  renderings. 

Making  cost  of  estimates. 

Securing  consents  and  casements  for  projected  work. 

Inspecting  materials  and  workmanship  in  tlie  execu- 
tion of  contracts. 

QITALIFICATIOira  — 

Persons  holding  these  positions  shall  have: 

(a)  As  a  basis  for  promotion: 

1.  Kot  less  than  three  years  of  service  in 
Grade  IL 

2.  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  Commission. 

(b)  As  a  basis  for  original  appointment: 

1.  A  degree  of  Bachelor  of  Architecture 
granted  on  completion  of  a  standard  course  of  in- 
struction in  a  school  of  recognized  standing,  and  in 
addition  not  leas  than  three  years  of  experience  in 
architectural  work  in  the  field  or  office;  or 

2.  Kot  less  than  five  years  of  experience  in 

architectural  work  in  the  branch  covered  in  the  po- 
sition to  be  filled. 

3.  Such  additional  qualifications  as  may^be 
required  by  the  State  Civil  Service  CommissioiL 
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COMFENSAIZOjr— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1980  to  $2580,  inclusiTey 
with  standard  salary  rates  as  follows:  $1980,  $2160, 
$2340,  $2580. 

SPECIAL  BEOVLATION  OGVEBimsrO  ADVAJTGEMEHT  SAL- 

ABT  AATES— 

Advancement  within  this  Grade  is  conditional  upon 
appraisal  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  perf  onned. 
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GRADE  IV  (D  5  IV)  ProfesaUmdl  and  Soientific  Service 

TTTLES  OF  POSITIOHS—  ^rokUed  Qnmp 

SENIOR  ARCHITECTURAL  DESIGNER 
CHIEF    SUPERVISOR    OF    BUILDING    CON- 
STRUCTION 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
assume  independent  responsibility  for  the  work  of  a 
unit  or  a  division  charged  with  the  planning,  designing 
and  preparation  of  specifications  and  estimates  for 
architectural   projects,    to  assume   final   responsibility 

imder  the  contract  of  the  State  Architectural  Depart- 
ment for  the  inspection  of  construction  projects,  to  fur- 
nish architectural  advice  of  a  high  order  and  to  perform 
work  of  a  related  character  and  standard  incidental  to 
the  design,  plan  or  construction  of  such  projecta 

QTrAUFICATIOHS  — 

Persons  holding  these  positions  shall  have: 

(a)  As  a  basis  for  promotion: 

1.  Not  less  than  three  years  of  service  in 
Grade  IIL 

2.  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  Commission. 

(b)  As  a  basis  for  original  appointment: 

1.  A  degree  of  Bachelor  of  Architecture 
granted  on  completion  of  a  standard  course  of  in- 
struction in  a  school  of  recognized  standing,  and 

in  addition  not  less  than  five  years  of  experienoe 
in  the  field  or  office  in  architectural  work ;  or 

2.  Not  less  than  eight  years  of  experience  in 
architectural  work  in  the  branch  covered  in  the 
position  to  be  filled,  at  least  three  years  of  which 
shall  have  been  in  a  minor  executive  capacity. 

3.  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  Commission. 
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COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $2820  to  $3900,  inclusive, 
with  standard  salary  rates  as  follows:  $2820,  $3060, 
$3300,  $3600,  $3900. 

SPECIAL  EEOULATION  OOVEBNINO  SALABT  BATES— 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 
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ORADE  V  CD  h  V^ 

v.»sM#«i  w    v^  «^  V  /  Professumal  and  Scientific  Service 

TITLE  OF  FOSmONS—  A.rchitect  Group 

ARCHITECT 
DITTIES— 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
require  the  highest  order  of  technical  and  executive 
ability,  are  to  assume  entire  responsibility  for  an  im- 
portant architectural  unit,  to  give  independent  critical 
architectural  advice  of  the  highest  order  as  a  basis  for 
executive  action,  and  to  perform  work  of  related  char- 
acter and  standard. 

QXTAIIFICATIOira  — 

Persons  holding  these  positions  shall  have: 

(a)  As  a  basis  for  promotion: 

1.  Not  less  than  three  years  of  service  in 
Grade  IV  as  a  Senior  Architectural  Designer. 

2.  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  Commission. 

(b)  As  a  basis  for  original  appointment: 

1.  A  degree  of  Bachelor  of  Architecture 
granted  on  completion  of  a  standard  course  of  in- 
struction in  a  school  of  recognized  standing,  and 
in  addition  not  less  than  eight  years  of  experience 
in  architectural  work,  at  least  three  years  of  which 
shall  have  been  of  Grade  IV  character  and  stand- 
ard; or 

2.  Not  less  than  eleven  years  of  experience  in 
architectural  work,  at  least  three  years  of  which 
shall  have  been  of  Grade  IV  character  and 
standard. 

3.  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  Commissian. 
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COMPENSATION  — 

The  range  of  annual  compenBation  of  this  Grade 
for  full  time  service  is  from  $4200  to  $4800,  inclusive, 
with  standard  salary  rates  as  follows:  $4200,  $4500, 
$4800. 

SPECIAL  BEOVLATION  OOVEBNINO  SALABY  BATES— 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 


BACTERIOLOGIST  OROUP  (D  6) 

Profe09ionai  and  Soientifio  Bervioe 
Definition:  BaoterMo^mt  Group 

The  term  Bacteriologist  Group  is  used  to  identify  those  au- 
thorized employments  of  the  Professional  and  Scientific  Service, 
the  incumbents  of  which  are  required  to  conduct  original  re- 
search in  bacteriology,  to  investigate  the  processes  of  infection  and 
immunity  as  they  relate  to  the  diagnosis,  prevention  or  cure  of 
disease,  to  diagnose  disease  by  the  examination  of  microscopic 
specimens  or  otherwise,  to  make  and  prepare  antitoxins,  serums, 
and  vaccines  for  use  in  the  prevention  or  cure  of  disease,  and  to 
perform  other  work  as  may  be  required  in  the  procuring,  prepara- 
tion, examination  and  diagnosis  of  bacteriological  specimens. 
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GRADE  I  (D  6  I)  ProfeBsUmal  and  Baimtific  Service 

TITLE  OP  POSITIONS  —  BaeteriologUt  Oraup 

LABORATORY  APPRENTIOE 
DUTIES— 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
perform,  under  supervision,  simple  laboratory  routine 
not  requiring  independent  judgment  or  ability  in  re- 
search work. 

Ewamplea: 

Setting  up  laboratory  apparatus. 
Sterilizing  apparatus. 
Preparing  solutions  and  media. 
Preparing  yeal  and  starch  agar. 

Preparing,  znoimting  and  staining  pathological  speci- 
mens. Transferring  cultures  of  bacteria  and  making  simple 
ezaminaiiona. 

aiTALIPICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  Such  education  as  is  evidenced  by  a  degree, 
diploma  or  certificate  granted  upon  completion  of  a 
standard  course  of  instruction  in  a  college  of  recognized 
standing,  or  a  certificate  of  at  least  two  years  of  special 
training  in  science  recognized  by  the  State  Civil  Service 
Commission  as  the  equivalent  thereof. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATIOK— 

The  range  of  annual  oompensatioli  of  this  Grade 
for  full  time  service  is  from  $600  to  $840,  inclusive, 
with  standard  salary  rates  as  follows :    $600,  $720,  $840. 
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GRADSn  (D6n) 

^^^  Professional  and  Scientific  Service 

TECIE  OP  POSITIONS  —  Bacteriologist  Group 

LABORATORY  ASSISTANT 
STJTEES  — 

Definition: 

The  duties  of  inciunbentfl  of  these  positions  are  to 
perform,  under  supervision,  routine  laboratory  work 
and  to  assist  in  the  conduct  of  simple  laboratory  research 
work. 

EaampUa: 

Standardizing  diphtheria  and  tetanus  toxins  and  anti- 
toxms. 

Fteparing  reagents  for  Wassermann  tests. 

Assisting  in  the  complement  fixation  test. 

Assisting  in  the  preparation  of  diphtheria  cultures  for 
diagnosis. 

Assisting  in  the  preparation  of  antityphoid  yaccine. 

Making  presumptive  tests  for  the  presence  of  colon 
badllL 

Diagnosing  cultures  for  diphtheria;  making  sputum 
tests  for  tuberculosis;  making  Widal  tests. 

aXTAUFICATIOBB  — 

Persons  holding  these  positions  shall  h(we: 

1.  The  TniTiiTnnm  qualifications  prescribed  for 
Grade  L 

2.  Such  training  in  bacteriology  or  serology  as  is 
evidenced  by  a  d^ee,  diploma  or  certificate  granted  on 
completion  of  a  standard  course  of  instruction,  in  an 
institution  of  recognized  standing,  including  at  least  two 
years  of  bacteriological  or  serological  laboratory  work; 
or 

3.  Not  less  than  one  year  of  experience  in  bacterio- 
logical or  serological  work  in  a  laboratory  of  recognized 
standizig. 

4.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COIIPEHSATIOH  — 

The  range  of  annual  compensation  of  this  Gxade 
for  fuU  time  service  is  from  $900  to  $1140,  inclusive, 
with  standard  salary  rates  as  follows:  $900,  $1020, 
$1140. 


GRADE  m  (D  6  m) 

.  Professional  and  Scientific  Service 

TTTIE  OP  FOSmOHS  ^  Baatmiologiet  Gn^ 

ASSIESTANT  BACTERIOLOGIST 

ASSISTANT  SEROLOQIST 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positionSy  which 
may  involve  supervision  of  employes  in  Grades  I  and 
11^  are  to  exercise  independent  judgment  in  and  be 
responsible  for  bacteriological  or  serological  examina- 
tionSy  and  to  conduct  research  work  under  supervision. 


Makiiig  bfteieriological  asunination  of  toU^  mUk, 
water. 

Superyifling  the  examination  of  -  bkiod  flpecimens  used 
in  Waseennann  tette  and  •  oompleinent  fijiation  tests  for 
baeterial  and  other  asiibodies. 

Preparing,  testing  and  Btandardiung  toxins,  antitoxins, 
sermns  and  vaccines. 

Isolating  and  identifying  pathogenic  organisms. 

Ck>nducting  research  in  agriovltvral  bacteriology. 

an  AUFicAtEiom — 

Persons  holding  these  positions  shsU  have: 

1.  The  minimimi  quaUfioations  'pMsoribed  for 
Grade  IL 

2.  Not  lesB  than  two  years  of  seorvieein  Gbrade  II 
or,  if  appointed  otherwise  than  by  promotion  from 
Grade  IT,  at  least  three  years  of  experience  in  bacterio- 
logical or  serological  work  of  Grade  II  character  and 
standard  in  a  laboratory  of  recognized  standing. 

3.  Such  additional  qualifioatiana  as  may  be  r&- 
quired  by  the  State  Civil  Service  Cammiasion. 

COHFEirSATIOir  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1320  to  $1800,  inclusivei 
with  standard  salary  rates  as  follows:  $1320,  $1440, 
$1560,  $1680,  $1800. 
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SPECIAL  BEOULATION  GOVEBNINO  ABVAHCEHENT  SA£- 

ABY  EATES  — 

Advancement  within  this  Grade  is  conditional  upon 
appraisal  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed. 
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QRADE  IV  (D  6  IV) 

Professional  and  Scientifio  Service 

TITIE  OP  FOSrnONS  —  Baoteriologiei  Group 

BACTERIOLOGIST 
DTTTIES  —  SEROLOGIST 

Definition: 

The  duties  of  incumbents  of  these  positionSy  which 

may  involve  supervision  of  employes  in  Grades  I,  II, 
and  III,  are  to  perform,  supervise  and  be  responsible 
for  specialized  bacteriological  or  serological  work  in  an 
important  laboratory,  to  perform  independent  experi- 
ments and  to  conduct  original  bacteriological  or  serologi- 
cal research  of  the  widest  scope  and  importance. 

Eaoamples: 

Supervising  the  bacteriological  work  at  the  State  Agri- 
cultural Experiment  Station. 

Directing  the  diagnostic  laboratory  of  the  State 
Health  Laboratories. 

Acting  as  assistant  to  the  director  of  the  bacteriolcgioml 
laboratory  at  the  quarantine  station  of  the  Port  of  New 
York. 

air AIIFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  HI. 

2.  Not  less  than  two  years  of  service  in  Gbrade  HI, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  III,  at  least  three  years  of  experience  in  work  of 
Grade  III  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COHFEirSATIOir  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1980  to  $3640,  inclusive, 
with  standard  salary  rates  as  follows :  $1980,  $2160, 
$2340,  $2580,  $2820,  $3060,  $3300,  $3540. 
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SPECIAL  REOtrLATION  aOVESNINO  SALAEY  EATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap^ 
praisal,  under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do  not 
exceed  the  value  of  the  work  to  be  performed.  The  last 
two  salary  rates  $3300,  and  $3540  shall  be  assigned  only 
to  positions  the  incumbent  of  which  is  acting  as  assist- 
ant director  of  the  State  Health  Laboratories. 
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QBADE  V  (D  6  V) 

Professional  and  Scientific  Service 

TECIE  OP  POSITION    —  Bacteriologist  Group 

DIRECTOR   OF   LABORATORIES   (STATE 
HEALTH  DEPARTMENT) 

DIRECTOR  OF  LABORATORIES  (QUARAN- 
TINE) 

DUTIES  — 

Defmition: 

The  duties  of  the  incumbent  of  these  positions,  which 
require  the  highest  order  of  specialized  knowledge,  are 
to  supervise  and  be  responsible  for  the  entire  work  of  a 
State  health  laboratory  or  laboratories  and  to  give  inde- 
pendent, expert  or  critical  advice  of  the  highest  order  in 
the  study  and  practice  of  bacteriology,  serology  and 
pathology. 

aiTALIFIC  ATIONS  — 

The  person  holding  this  position  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  IV. 

2.  Not  less  than  three  years  of  service  in  Grade  IV, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  IV,  at  least  four  years  of  experience  in  work  of 
Grade  TV  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  annual  compensation  of  this  Grade  for  full 
time  service  with  standard  salary  rates  is  $3600  and  up. 

SPECIAL  BEGULATION  OOVEBNINa  SALABT  BATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap^ 
praisal,  under  the  rules  of  the  State  Civil  Service  Com- 
mifision,  indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  perf  ormed^ 


BIOLOGIST  GROUP  (D  7) 

ProfeMional  and  Soientifio  Service 

Definition:  ^^^^  ^"^^ 

The  term  Biologist  Group  is  used  to  identify  those  authorized 
employments  of  the  Professional  and  Scientific  Service,  the  incum- 
bents of  which  are  required  to  inaugurate  and  conduct  research 
in  biological  problems  relating  to  heredity,  disease  oarriers,  tumors, 
cell  structures  and  behavior,  animal  parasites  and  in  related  bacte- 
riological problems. 

Ill 
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ORADE  I  (D  7  I)  Profe9Honal  and  Soimtific  Service 

Biologist  Group. 

TITLE  OF  POSITIONS  — 

BIOLOGIST 
DUTIES— 

Definition: 

The  duties  of  incmnbentB  of  these  positions,  which 
involve  supervision  of  assigned  employee,  are  to  inaugu- 
rate and  conduct  research  in  biological  problems  relating 
to  heredity,  disease  carriers,  tumors,  cell  structures  and 
behavior,  animal  parasites  and  in  related  bacteriological 
problems. 

QUALIFICATIONS- 

Persons  holding  these  positions  shall  h(we: 

1.  Such  training  in  biology  as  is  evidenced  by  a 
degree  granted  on  completion  of  a  standard  course  of 
instruction  in  a  college  of  recognized  standing,  including 
die  completion  of  courses  in  biology  and  allied  sciences 
as  major  subjects. 

2.  Not  less  than  three  years  of  experience  in 
biological  research  with  evidence  of  success  in  this  field 
as  recorded  by  recognized  authorities  under  whom  they 
have  worked. 

3.  A  knowledge  of  French  and  German  sufficient  to 
permit  of  accurate  translation  of  scientific  articles  relat^- 
ing  to  biology. 

4.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $2580  to  $3300,  inclusive, 
with  maintenance,  with  standard  salary  rates  a?  follows: 
$2580,  $2820,  $3060,  $3300. 


BOTANIST  GROUP  (D  8) 

Profestional  and  Beieniifio  Servioe 
DefinUian:  Botamat  Oroup 

The  term  Botanist  Group  is  used  to  identify  those  authorized 
employments  of  the  Professional  and  Scientific  Service,  the  in- 
cumbents of  which  are  required  to  collect,  study,  classify  and  pre- 
serve the  flora  of  the  State,  to  prepare  exhibits,  to  investigate  the 
causes  of  diseases  of  plants,  to  apply  the  results  of  such  research 
to  the  control  of  plants  and  plant  diseases  and  to  prepare  reports 
on  the  results  of  experiments  and  observations. 
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♦ 

ORADE  I  (D  8  I)  Professional  and  Bcientifio  Bervice 

TITIE  OP  FOSmOHS  —  BotwUst  Group 

ASSISTANT  BOTANIST 
DimES  — 

DefirUiion: 

The  duties  of  incumbents  of  these  positions  are  to 
collect^  study,  classify  and  preserve  the  flora  of  the  tState^ 
to  conduct  laboratory  research,  to  prepare  reports  upon 
observations,  to  prepare  exhibits  and  to  perform  other 
duties  of  equivalent  character  and  standard. 

Bwamples: 

Making  field  studies  of  diseased  planes. 
Checking  and  observing  the  Tesults  of  experiments, 
leaking  analyses  and  testa  of  agriculture  seeds. 

QTJALZFICATIOHS  — 

Persons  holding  these  positions  shall  have: 

1.  Such  training  in  botany  or  biology  as  is  evi- 
denced by  a  degree,  diploma  or  certificate  granted  on 
completion  of  a  standard  course  of  instruction,  including 
at  least  two  years  of  study  in  botany  or  biology  in  a  col- 
lege of  recognized  standing. 

2.  Such  additional  qualifications  as  may  be  re* 
quired  by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Gbade 
'for  full  time  service  is  from  $1080  to  $1680,  inclusive, 
with  standard  salary  rates  as  follows:     $1080,  $1200, 
$1320,  $1440,  $1560,  $1680. 


SPECIAL  BEOXTLATIGN  GOVEBNINa  ADVANCEMENT  SAIr 

ABY  SATES— 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed. 
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GRADE  n  (D  8  n)  Profeuional  and  Bcientific  Bervice 

TITLE  OP  POSITIONS  —  Botanist  Group 

BOTANIST 

PLANT  PATHOLOGIST 
DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions^  which 
require  the  highest  degree  of  specialized  knowledge  of 
botany,  are  to  direct  and  be  responsible  for  the  work 
of  employes  in  Grade  I  in  the  conduct  of  field  and 
laboratory  experiments  and  research,  to  make  inde- 
pendent experiments  and  studies  and  to  apply  the  results 
of  such  research  to  the  control  of  plant  diseases. 

QTTALIPICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimnni  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  two  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  I,  at  least  three  years  of  experience  in  work  of 
Grade  I  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1800  to  $3540,  inclusive, 
with  standard  salary  rates  as  follows:  $1800,  $1980, 
$2160,  $2340,  $2580,  $2820,  $3060,  $3300,  $3540. 

SPECIAL  BEOXTLATION  00 VEBNING  SAIASY  EATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  perf  ormed« 


CHAPLAIN  aROUP  (D  9) 

ProfeBsiondl  and  Soientifio  Servioe 
ChapMn  Group 

The  term  Chaplain  Group  is  used  to  identify  those  authorized 
employments  of  the  Professional  and  Scientific  Service,  the  incum- 
bents of  which  are  required  to  minister  to  the  spiritual  wants  and 
comforts  of  persons  in  the  employ,  care  or  custody  of  the  State  at 
prisons,  hospitals  and  institutions. 
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CHAPLAIN  QROUP  (D  9) 

Profeuional  and  SoienHfio  8«rviee 
OhapMn  Oraup 

The  term  Chaplain  Group  is  used  to  identify  those  authorized 
employments  of  the  Professional  and  Scientific  Service^  the  incum- 
bents of  which  are  required  to  minister  to  the  spiritual  wants  and 
comforts  of  persons  in  the  employ,  care  or  custody  of  the  State  at 
prisons,  hospitals  and  institutions. 
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USAD£  I  (D  9  I)  Professional  and  Bcieniific  Bervioe 

TITLE  OP  POSITIONS  —  Chaplain  Gfx>up 

CHAPLAIN 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
minister  to  the  spiritual  wants  and  comforts  of  persons 
in  the  employ,  care  or  custody  of  the  State  at  hospitals 
and  charitable  institutions. 

aUAUPIC  ATIOBS  — 

Persons  holding  these  positions  shall  have: 

1.  A  certificate  of  ordination  in  a  church  or  con- 
gregation. 

2.  Not  less  than  one  year  of  experience  as  a  minister 
of  religion* 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade  for 
full  time  service  is  from  $600  to  $1200,  inclusive,  with 
standard  salary  rates  as  follows:  $600,  $720,  $840, 
$960,  $1080,  $1200, 

SPECIAL  BEGULATION  GOVEBNINa  SALASY  BATE  FOB 

PABT  TIME  SEBVICE  — 

For  occasional  visits  or  part  time  service  special 
rates  shall  be  designated,  after  appraisal,  provided  that 
the  maximum  honorarium  or  compensation  for  such 
visits  or  service  shall  not  exceed  $50  per  month. 

SPECIAL  BEOULATION  00 VEBNINO  SALABT  BATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 
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O&ADE  n  (D  9  n)  Profe89ioHal  and  Boimtifio  Berviae 

THIE  OP  POMnOHS—  G^P^^  Oroup 

PEISON  CHAPLAIN 
DUTIES  — 

Definition: 

The  duties  of  inoumbents  of  theee  positions  are  to 
minister  to  the  spiritual  wants  and  comforts  of  persons 
in  the  employ  or  custody  of  the  State  at  prisons  and, 
in  addition,  to  report  on  applicants  for  parole,  to  pujv 
chase  and  regulate  the  use  of  books  prescribed,  to  collect 
and  tabulate  sociological  statistics  of  inmates,  and  to 
censor  and  prepare  correspondence  of  prisoners  when 
necessary. 

aUAUPICATIOIIS  — 

Persons  holding  these  positions  shall  hoA^e: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  three  years  of  experience  as  a 
minister  of  religion. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMFEHSATIOH  — 

The  range  of  annual  compensation  of  this  Grade  for 
full  time  service  is  from  $1980  to  $2340,  inclusive,  with 
standard  salary  rates  as  follows:  $1980,  $2160,  $2340. 

SPECIAL  BEGVLATIOH  GOVERNING  SALABT  BATE  FOB 

PABT  TDEE  SEBVICE  — 

For  occasional  visits  or  part  time  service  special 
rates  shall  be  designated,  after  appraisal,  provided  that 
the  maximum  honorarium  or  compensation  for  such 
visits  or  service  shall  not  exceed  $50  per  month. 

SPECIAL  BEGVLATION  GOVEBNING  SALABT  BATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do  not 
exceed  the  value  of  tiie  work  to  be  perf  oimed. 


CHEMIST  AND  PHYSICIST  CROUP  (D  10) 

Prof€$9iondl  and  Sotentifio  Service 
Definition:  Ohemist  and  Phyeioiet  Oraup 

The  term  Chemist  and  Physicist  Group  is  used  to  identify 
thoee  authorized  employments  of  the  Professional  and  Scientific 
Service,  the  incumbents  of  which  are  required  to  perform  routine 
or  original  research  work  in  chemistry  or  physics  involving  the 
making  and  recording  of  chemical  or  physical  tests  or  analyses, 
and  to  perform  such  other  work  as  may  be  involved  in  the  analysis 
and  testing  of  substances. 
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OBADE  I  (D  10  I)  I^feuiofM  ^  Scientific  Servim 

TITIES  OP  FOSmOHS  —  Ohemut  omA  Phycicitt  Qrwip 

JUNIOR  CHEMIST 
JUNIOR  PHYSICIST 
DUTIES  — 

Defimtion: 

The  duties  of  incumbents  of  these  positions  are  to 
make,  under  supervision,  routine  chemical  or  physical 
analysis  or  tests  of  an  ordinary  character,  to  perform 
definite  details  of  difficult  analyses  or  tests,  and  to  con- 
duct research  work  within  this  field. 

Ewamplet: 

Making  roatine  tests  or  Analyses  of  asphalt,  milk, 
rubber,  paints,  ink,  water,  paper,  sand,  and  other  ccxistruo- 
tion  malerials. 

Bfaking  routine  tests  or  examinations  of  cultures  and 
specimens  of  bacteria,  fertilisers,  feeding  stuffs,  insecticides 
and  fungicides. 

aiTALIFICATIOHR— 

Persons  holding  these  positions  shaU  have: 

1.  Such  training  in  chemistry  or  physics  as  is  evi- 
denced by  a  degree  granted  on  completion  of  a  stand- 
ard course  of  instruction  in  a  technical  school  or  college 
of  recognized  standing,  including  at  least  two  years  of 
laboratory  work  in  chemistry  or  physics;  or 

2.  "Not  less  than  two  years  of  experience  in  the 
practice  of  chemistry  or  physics  in  a  laboratory  of  rec<^ 
nized  standing. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COHPEirSA.TIOH  — 

The  range  of  annual  compensation  of  this  Grade  for 
full  time  service  is  from  $1080  to  $1820,  inclusive,  with 
standard  salary  rates  as  follows:    $1080,  $1200,  $1320. 
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<aADEn(D10n)  FrofesHonal  and  scientific  Servio. 

TITIE8  OF  POSITIONS  —  C*«ii«  and  Fhj^cicUt  Group 

ASSISTANT  CHEMIST 

ASSISTANT  PHYSICIST 

ASSISTANT  PHYSIOLOGICAL  CHEMIST 
DimES  — 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
may  involve  supervision  of  employes  in  Grade  I,  are  to 
assiune  responsibility  for  a  division  of  chemical  or 
physical  work  in  an  important  laboratory,  and  to  make 
difficult  chemical  or  physical  analyses  and  tests. 

Examples: 

Supervising    the    analytioal    work    in    an    important 
laboratory. 

Conducting  and  recording  the  results  of  experiments 
in   biological  and  agricultural  chemistry. 

QITALDnCATIOBB  — 

Persons  holding  these  positions  shall  have: 

1.  The  Twi-nimnTn  qualifications  prescribed  for 
Grrade  I. 

2.  Not  less  than  two  years  of  service  in  Orade  I,  or 
if  appointed  otherwise  than  by  promotion  from  Orade  I, 
at  least  three  years  of  experience  in  work  of  Grade  I 
character  and  standard. 

3.  Sudi  additiozLal  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

OOKPEHSAiTIGir  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1440  to  $1800,  inclusive, 
with  standard  salary  rates  as  follows:  $1440,  $1560, 
$1680,  $1800. 

SPECIAL  BEGVLATION  aoyEBim7<}  ADVANCEHENT  SAL- 

ABT  BATES  — 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed. 
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OBIADE  m  (D  10  m)  l^teuianal  „^  Bi^imUfic  Ben^i^ 

TITLES  OP  POSITIONS  —  OhmnUt  omA  Ph^mait  Qrovp 

CHEMIST 
PHYSICTST 

PHYSIOLOGICAL  CHEMIST 
DUTIES  — 

DefinUion: 

The  duties  of  incumbents  of  these  positions,  which 
require  the  highest  degree  of  skill  and  judgment  in  the 
practice  of  chemistry  or  physics,  are  to  direct  and  be 
responsible  for  the  work  of  a  small  laboratory  or  a  pri- 
mary division  of  a  large  laboratory ;  or  to  initiate,  con- 
duct and  supervise  difficult  chemical  and  physical  re- 
search work. 

EwampleM: 

Directing  the  analytical  work  on  food  and  other  ma- 
terials, inspected  and  sampled  by  the  Department  of  Agri- 
culture. 

Directing  the  analytical  and  investigational  work  of 
the  chemical  laboratory  of  the  Agricultural  Experiment 
Station. 

Supervising  the  testing  and  chemical  analysis  of  ma- 
terials used  in  construction. 

air  AimcATioiis — 

Persons  holding  these  posUions  shall  ha/oe: 

1.  The  minimum  qualifications  prescribed  for 
Grade  n. 

2.  ITot  less  than  three  years  of  service  in  Grade  11^ 
or  if  appointed  otherwise  than  by  promotion  from 
Ghrade  11,  at  least  four  years  of  experience  in  woric  of 
Grade  H  character  and  standard. 

8.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COKFEnSA.TZpB'  — 

The  range  of  annual  compensation  of  this  Grade  for 
full  time  service  is  from  $1980  to  $3540^  inclusive,  with 
standard  salary  ratm  sb  follows:  $2160,  $2340,  $2580, 
$2820,  $3060,  $3300,  $8540. 
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aPECIAL  SEOTTL&TION  GOVEKRINa  SALAET  BATES  — 

The  entrance  and  other  salary  rates  of  positionB 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal,  nnder  the  rules  of  the  State  Civil  Service  Com- 
mission,  indicating  that  the  rates  to  be  designated  do  not 
exceed  the  value  of  the  work  to  be  performed. 

The  last  two  salary  rates,  $3300  and  $3540,  shall 
be  assigned  only  to  positions  the  incumbents  of 
which  are  acting  as  assistant  directors  of  important 
laboratories. 
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GRADE  IV  (D  10  IV) 

'  ProfesHonal  and  SoienHfio  ServiM 

TITLE  OP  FOSmOV  —  Ohemiat  and  PhyMwiat  Group 

BIOLOGICAL  CHEMIST 
DITTIES  — 

Definition: 

The  duties  of  the  incumbent  of  this  position,  which 
involve  the  application  of  advanced  scientific  technique 
and  research  methods^  are  to  undertake  the  solution  of 
biological  chemioal  problems  in  their  relation  to  disease 
and  to  supervise  and  be  entirely  responsible  for  the 
work  in  a  particular  field  of  research  of  an  importamt 
laboratory. 

QirAIIFICATIOlTS  — 

The  person  holding  this  position  shall  have: 

1.  Such  training  in  physiologioal  and  physical 
chemistry  as  is  evidenced  by  a  degree  granted  upon 
completion  of  a  standard  course  of  instruotiou  in  a  col- 
lege of  recognized  standing,  including  the  completiooi 
of  standard  coui^es  in  these  chemical  sciences  as  major 
subjects. 

2.  Not  lees  than  three  years  of  experiei««  in 
biological  chemical  research  with  evidence  of  ability  to 
undertake  the  solution  of  biological  chemical  problems 
in  their  relation  to  disease  and  to  inaugurate  scientific 
research  in  this  field  as  recorded  by  recognized  authori- 
ties under  whom  he  has  worked. 

3.  A  knowledge  of  French  and  Qerman  sufficient  to 
pennit  of  accurate  translation  of  scientific  articles  re- 
lating to  biological  chemistry. 

4.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COHPEHHAHOV  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $3300  to  $4500,  inclusive^ 
with  standard  salary  rates  as  follows:  $3300,  $3600, 
$8900,  $4200,  $4600. 
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SPECIAL  BEOTTLATION  GOVESHDrG  SALAEY  BATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisaly  under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do  not 
exceed  the  value  of  the  work  to  be  performed. 


DENTIST  GBOUP  (D  11) 

Ptofe8$ional  and  Beimtifio  Bervioe 
p.  ^    ...  Dentist  CHroup 

The  term  Dentist  Group  is  used  to  identify  those  authorized 
employments  of  the  Professional  and  Scientific  Service,  the  incum- 
bents of  which  are  required  to  perform  such  work  in  the  investi- 
gation, reporting,  prevention,  care  and  treatment  of  diseases  or 
abnormal  conditions  of  the  teetii  and  adnexa  as  may  be  lawfully 
performed  by  dentists. 

5  129 
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OEADE  I    (D  10  I)  Pro/emonal  and  i?cie.ai/ic  iffan^ 

TrriB  OP  posinoHS  —         ^*^*^*  ^"""^^ 

DENTIST 
DUTIES  — 

Definition: 

The  duties  of  incmnbeiits  of  these  positions  are  to 
perform  all  operations  common  to  dental  practice. 

BmampleM: 

Filling,  cleaning  and  extracting  teeth. 
Correcting  dental  deformitiee. 

Qir AIHIC  ATIONB  — 

Persons  holding  these  positions  shall  have: 

1.  A  license  to  practice  dentistry  issued  by  the 
Board  of  Regents  of  the  University  of  the  State  of  !New 
York. 

2.  Not  less  than  two  years  of  experience  in  the  prac- 
tice of  dentistry. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMFENSATION— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $900  to  $1200,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows: 
$900,  $960,  $1080,  $1200. 

The  range  of  annual  compensation  of  this  Grade 
for  paai  time  sernce,  of  not  less  than  eighteen  hours  per 
week  is  from  $720  to  $960,  inclusive,  without  main- 
tenance, with  standard  salary  rates  as  follows:  $720, 
$840,  $960. 

The  range  of  annual  compensation  of  this  Grade 
for  part  tims  service  of  not  less  than  six  hours  per  week 
is  from  $480  to  $600,  inclusive,  without  maintenance, 
with  standard  salary  rates  as  follows:  $480,  $540, 
$600. 
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SPECIAL  BEGXTLATIOir  OOVEBIIIHa  COMFEHSATIOir  FOB 

OCCASIOSTAL  SEBVICE  — 

For  occasional  service  requiring  less  than  six  hours 
per  week,  special  rates  shall  be  designated,  after  ap- 
praisal, on  an  hourly  basis,  provided  that  the  rate  shall 
not  exceed  $2.50  per  hour  and  the  total  charge  therefor 
shall  not  exceed  $30.00  per  month. 

SPECIAL  BEaXTLATIOH  aOVEBIIIHa  ABVAHCEMEBT  SAIr 

ABT  SATES— 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed. 


DIRECTOB  OF  RESEARCH  GROUP  (D  12) 

Professional  €nd  Scientific  Berviee 
J)  £    '±^      .  Director  of  Research  Group 

The  term  Director  of  Besearch  Group  is  used  to  identify 
those  autliorized  employments  of  the  Professional  and  Scientific 
Service,  the  incnmbents  of  which  are  Tequired  to  institute,  direct 
and  supervise  scientific  research  in  subjects  or  problems  affecting 
the  public  welfare  and  interests,  not  covered  in  any  other  Group 
Bpecification. 
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Profe99umal  and  Soientifie  Bervie€ 
OKADE  I  (D  12  I)  JHredor  of  Betearoh  Qnmp 

TITLE  OF  Fosmoir— 

DIRECTOR  OF  THE  STATE  AGRICULTURAL 
EXPERIMENT  STATION 

DUTIES — 

Definition: 

The  duties  of  the  incumbent  of  this  position,  which 
require  the  highest  degree  of  training  in  scientific  re- 
search and  demonstrated  administrative  ability,  are  to 
direct,  supervise  and  assume  complete  responsibility  for 
the  activities  and  policy  of  the  State  Agricultural  Ex- 
periment Station,  subject  to  the  approval  of  the  govern- 
ing body. 

QUAUFICATIOnS  — 

The  person  holding  this  position  shall  home: 

1.  Extensive  training  in  the  sciences  relating  to 
agriculture,   demonstrated   administrative  ability   and 
considerable  experience  in  public  affairs,  with  special 
reference  to  agricultural  problems. 
:  2.  Such  additional  qualifications  as  may  be  re- 

quired by  the  State  Civil  Service  Commission  acting  in 
cooperation  with  the  Board  of  Control  of  the  State 
Agricultural  Experiment  Station, 

COMFEHSATIOBT— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $5100  to  $5700,  inclusive^ 
with  standard  salary  rates  as  follows:  $5100,  $5400, 
$5700. 

SPECIAL  REOXTL&TIOir  OOVEBHIHO  SALABT  SATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 


ENGINEEB  GBOUP  (D  13) 

ProfeMional  and  Bdentifie  Berv%0€ 
DefiwUian:  Engineer  Group 

The  term  Engineer  Oroup  is  used  to  identify  those  authorized 
employments  of  the  Professional  and  Scientific  Service,  the  incum- 
bents of  which  are  required  to  perform  work  requiring  training 
or  experience  in  civil,  mechanical,  electrical,  sanitary,  chemioal 
or  other  specialized  engineering  branches. 
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OBADE   I    (D   13   I)  Prof esaional  and  Scientific  Service 

TITLE  OP  POSITIONS  —  Engineer  Group 

ENGINEERING  ASSISTANT 
DTTEIES  — 

Definition: 

The  duties  of  incumbeiits  of  these  positions  are  to 
perform,  under  instruction  and  supervision,  elementary 
or  apprentice  work  in  field  or  office  in  one  or  more  of  the 
specialized  engineering  branches. 

Eeoamples: 

Holding  a  rod. 

Making  measurements  with  a  steel  tape. 

Tracing  simple  designs. 

Tabulating  estimates. 

Inspecting  minor  details  of  engineering  work. 

QUAUPICATIOHS  — 

Persons  holding  these  positions  shall  ha/ve: 

1.  Not  less  than  two  years  of  training  in  an  engi- 
neering school  of  recognized  standing  in  a  course  leading 
to  an  engineering  degree;  or 

2.  Not  less  than  one  year  of  practical  experience 
in  engineering  work,  in  the  field  or  office. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COHPENSATIOir  — 

The  range  of  annual  compensation  of  this  Grade  for 
full  time  service  is  from  $720  to  $1080,  inclusive,  with 
standard  salary  rates  as  follows:  $720,  $780,  $840, 
$900,  $960,  $1020,  $1080. 

SPECIAL  SEOTILATION  OOVEBJIING  THE  UnTIAL  EATE  — 

Such  training  in  civil,  mechanical,  electrical,  sani- 
tary or  other  engineering  branches  as  is  evidenced  by  a 
d^ree  granted  on  completion  of  a  standard  course  of 
instruction  in  an  engineering  school  of  recognized  stand- 
ing shall  be  accepted  as  the  equivalent  of  the  first  three 
years  of  service  in  this  Grade. 
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Three  years  of  practical  experience  in  engineering 
apprentice  wfxAj  in  addition  to  the  minimum  require- 
ments of  the  State  Civil  Service  Commission  for  appoint- 
ment at  the  initial  rate^  shall  be  accepted  as  the  equiv- 
al^At  of  three  years  of  service  within  this  Grade. 

Where  allowance  is  made  for  technical  training  or 
practical  experieaoe  under  this  special  rq^ation,  the 
State  Civil  Service  Commission  shall  add  such  tests  to 
the  competitive  examination  for  this  Grade  as  are  neces- 
sary to  determine  the  compliance  with  the  prescribed 
training  or  experience  standards. 

SFECIAI  BEaVL&IIOir  GOVERHHTG   SALAAY   OF  TEH- 

FOSAST  EMFLOYES  — 

Standard  salary  rates  for  temporary  service  in  this 
Grade  shall  be  designated  under  the  rules  of  the  State 
Civil  Service  Commission  on  the  basis  of  existing  con- 
ditions provided  that  the  third  rate,  $900,  shall  be  the 
maximum  for  any  such  employment 
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GEADEn(D13n)  Profeny^l  a^  Bcieniipc  B.n^ 

TITLES  OP  FOSinOirS JBnffineer  Qraup 

JUNIOR  ASSISTANT  ENGINEER 
JUNIOR  ASSISTANT  CIVIL  ENGINEER 
JUNIOR  ASSISTANT  ELECTRICAL  ENGINEER 
JUNIOR  ASSISTANT  MECHANICAL  ENGINEER 
JUNIOR  ASSISTANT  SANITARY  ENGINEER 

DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
aBBume  responsibility  for  the  execution  of  definite  in- 
structions in  a  minor  section  or  division  of  an  engineer- 
ing project  or  activity  in  the  field  or  office;  to  direct, 
under  supervision,  the  operation  of  minor  engineering 
projects  in  the  field  or  office;  and  to  perform  work  of 
related  character  and  standard. 

Eaamplea: 

Rmming  a  transit  or  level. 

Preparing  or  examining  plans  and  designs,  under  saper^ 
vision,  for  oonerete  construction,  bridges,  mechanical  and 
electrical  appliances. 

Inspecting  engineering  work  and  materials. 

Preparing  general  working  drawings  for  engineering 
projects. 

Making  computations  and  compiling  data  for  reports 
and  cost  records. 

Directing  the  operation  of  electrically  driven  maehin* 
ery. 

QVAIIFICATIONS  — 

Persona  holding  these  positions  duM  have: 

(a)  The  minimum  qualifications  prescribed  for 
Grade  I. 

(b)  Not  less  than  three  years  of  service  in  Grade 
I,  or  if  appointed  otherwise  than  by  promotion  from 
Grade  I,  three  years  of  experience  in  work  of  Grade  I 
character  and  standard;  provided  that  training  in  civil, 
mechanical,  electrical,  sanitary  or  other  engineering 
branches  as  is  evidenced  by  a  degree  granted  on  the 
completion  of  a  standard  course  of  instruction  in  an 
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engineering  school  of  recognized  standing^  shall  be  ac- 
cepted in  lieu  of  two  years  of  the  service  or  experience 
requirement  in  this  section. 

(c)  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMFEHSATIOB'  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1200  to  $1800,  inclusive, 
with  standard  salary  rates  as  follows:  $1200,  $1320, 
$1440,  $1560,  $1680,  $1800. 

Note. —  The  range  of  annual  oompenaation  for  Junior  Asaistant  Electrical 
Engineers,  performing  duties  involving  the  supervision  of  employes  in  the 
operation  of  electrically  driven  machinery  is  for  full  time  service  from  $1,440 
to  $1,800,  with  standard  salary  rates  as  foUows:   $1,440,  $1,600,  $1,^0,  $1,800. 

SPECIAL  BEOULATION  aOVEBNIHG  COMFEHSATIOir  OF 
TEMPOKABT  EMPL0TE8— 

Standard  salary  rates  for  temporary  service  in  this 
Grade  shall  be  designated  under  the  rules  of  the  State 
Civil  Service  Commission  on  the  basis  of  existing  con- 
ditions provided  that  the  third  rate,  $1440^  shall  be  the 
maximum  for  any  such  employment 
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CUtADE  in  (D  13  m)  Prof€89i<mal  and  Beientifio  Bervie^ 

Engineer  Oroup 

xrtiES  OF  Fosinoirs — 

ASSISTANT  ENGINEER 
ASSISTANT  CHEMICAL  ENGINEER 
ASSISTANT  CIVIL  ENGINEER 
ASSISTANT  ELECTRICAL  ENGINEER 
ASSISTANT  MECHANICAL  ENGINEER 
ASSISTANT  SANITARY  ENGINEER 

DUTIES  — 

Definition: 

The  duties  of  mcumbeats  of  these  positions  are  to 
assume  responsibility  tor  the  making  of  surveiyB  or  the 
preparation  of  plans^  designs,  specifications  and  con- 
tracts for  a  minor  section  of  a  laige  engineering  project, 
or  the  major  section  of  a  small  engineering  project;  to 
sopervise  or  inspect  construction  work  of  such  project ;  to 
operate  a  completed  section  of  such  project ;  or  to  make 
investigations  of  and  reports  upon  engineering  projectSy 
as  a  basb  for  executiye  action. 

Bwamplet: 

Directing  a  field  party  on  surveys,  oonstmction  or 
repair  work. 

Supervising  a  squad  or  division  in  designing  and  pre- 
paring plans,  estimates  and  specifications. 

Assuming  responsibility  for  the  oonstmction,  installa- 
tion or  operation  of  a  minor  division  under  a  pumping, 
watershed,  power  production,  purification  or  sewage  di^otal 
project;  or  the  installation  of  a  heating,  lighting,  plumbing 
or  electrical  plant. 

Preparing  a  highway  lay-out  and  grades. 

Making  engineering  investigations  and  reports  relat- 
ing to  building  encroachments,  sewer  construction,  sewage 
disposal,  traffic  conditions,  highway  opening  proceedings  or 
applications  for  franchises. 

QUALIFICATIONS  — 

Persons  holding  these  positions  shaU  have: 
(a)    As  a  basis  for  promotion: 

1.  Not  less  than  three  years  of  service  in 
Grade  IL 
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2.  Suich  additional  qualificationB  as  may  be 
required  by  the  State  Civil  Service  CommiflBioiL 

(b)    As  a  basis  for  original  appointment: 

1.  Not  leas  than  seven  years  of  experieaiee  in 
the  particular  branch  of  engineering  woric  covored 
in  the  position  to  be  filled ;  provided  that  such  train- 
ing in  chemical^  civil^  mechanical,  electrical,  sani- 
tary or  other  engineering  branches  as  ia  evidenced 
by  a  degree  granted  on  completion  of  a  standard 
course  of  instruction  in  an  engineering  school  of 
recognized  standing  shall  be  accepted  as  the  equiv- 
alent of  two  years  of  the  experience  requirement 
of  this  section. 

2.  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  Commission. 

COMFESSATIOSr  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1980  to  $2580,  inclusive, 
with  standard  salary  rates  as  follows:  $1980,  $2160^ 
$2340,  $2580. 

SPECIAL  EEeVLATIOn  GOVEBSmTG  SALAKT  SATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do  not 
exceed  the  value  of  the  work  to  be  performed. 
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GRADE  IV  (D  18  IV)  Profenional  and  Soientifie  Service 

TITLES  OP  POSmOirS  —  ^Bngmeer  Group 

SENIOR  ASSISTANT  ENGINEER 
SENIOR  ASSISTANT  CHEMICAL  ENGINEER 
SENIOR  ASSISTANT  CIVIL  ENGINEER 
SENIOR  ASSISTANT  ELECTRICAL  ENGINEER 
SENIOR  ASSISTANT  MECHANICAL  ENGINEER 
SENIOR  ASSISTANT  SANITARY  ENGINEER 

DUTIES  — 

Definition: 

The  duties  of  mcumbents  of  these  positions  are  to 
supervise  and  assume  complete  responsibility  for  the 
work  of  a  main  division  of  a  small  organization,  or  a 
large  subdivision  of  one  of  the  nmin  divisions  6t  a  large 
organization,  involving  surveying,  designing  or  construc- 
tion ;  or  to  maintain  or  operate  a  major  section  of  a  large 
engineering  project;  or  to  make  independent  investiga- 
tions of  and  reports  upon  engineering  projects,  as  a  basis 
for  executive  action. 

Bcnmple$: 

SuperrlBing  a  main  division  of  a  large  bureau  of  de- 
sign. 

Supervising  the  oonstruction,  installation  or  operation 
of  a  major  division  of  a  large  power  production,  puriflca-' 
tion  or  disposal  plant. 

Siq>ervising  the  installation  of  a  major  division  of  a 
heating,  lighting,  plumbing  or  electrical  plant. 

Supervising  the  oonstruction,  operation,  maintenance 
or  repair  of  a  major  division  of  sewers,  highways,  bridges, 
aqueducts,  reservoirs,  tunnels  or  public  buildings. 

Supervising  engineering  investigations,  inspections,  es- 
timates and  reports  for  municipal  improvements. 

Taking  charge  of  a  section  of  the  work  on  the  Barge 
canal,  such  as  assuming  charge  of  a  tesidency  in  the  State 
Engineer's  office. 

aUAUFICATIONS  — 

Persona  holding  these  positions  shall  have: 
(a)    Aa  a  basis  for  promotion: 

1.  Not  less  than  two  years  of  service  in 
Grade  TIL 
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2.  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  Commission. 

(b)    Aa  a  basii  for  original  appointment: 

1.  Not  less  than  nine  years  of  experience  in 
engineering  work,  at  least  half  of  which  shall  have 
been  in  the  particular  branch  of  engineering  work 
covered  in  the  position  to  be  filled^  and  three  years 
of  which  shall  have  been  in  an  executive  capacity ; 
piovided  that  such  training  in  chemical,  civil,  me- 
chanical, electrical,  sanitary  or  other  engineering 
branches  as  is  evidenced  by  a  degree  granted  on 
completion  of  a  standard  course  of  instruction  in 
an  engineermg  school  of  recognized  standing,  shall 
be  accepted  as  the  equivalent  of  two  years  of  the 
experience  requirement  of  this  section. 

2.  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  Commission. 

COXFEirSATIOir  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $2820  to  $3540,  inclusive, 
with  standard  salary  rates  as  follows:  $2820,  $3060^ 
$3300,  $3540. 

SFECIAL  BEOXTL&TIOir  GO VESinNO  SALAET  SATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grrade  are  conditional  upon  ap* 
praisal,  under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 
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OBADE  V  (D  18  V)  ProMHanal  and  Boientifio  Bervicm 

TrrUBS  OP  POSETIOire—  ^^ngmeer  Qrm^ 

ENGINEER 

CHEMICAL  ENGINEER 
CIVIL  ENGINEER 
ELECTRICAL  ENGINEER 
MECHANICAL  ENGINEER 
SANITARY  ENGINEER 

DUTIES  — 

Definition: 

The  duties  of  incumbents  of  tliese  positions,  which 
require  a  high  degree  of  executive  ability  and  specialized 
engineering  technique,  and  which  involve  the  making 
of  decisions  in  administrative  and  engineering  matters^ 
subject  to  statutory  limitation  only,  are  to  supervise  and 
assume  complete  responsibiUty  for  the  work  of  a  small 
independent  organization;  or  to  supervise  and  assume 
complete  responsibility  for  the  work  ot  a  primary  divi- 
cdon  of  a  large  organization;  or  to  make  independent 
investigations  of  and  reports  upon  engineering  projects, 
as  a  basis  for  executive  action* 

EoDomplea: 

Actiog  9M  chief  engineer  of  a  bureau  of  a  laige  depart- 
ment. 

Acting  as  a  divieion  engineer  of  one  of  the  three  divi* 
ekme  in  the  State  Engineer's  office. 


QtrAIIFICATIOIIB  — 

Persons  holding  these  positions  shall  have: 

(a)  As  a  basis  for  promotion: 

1.  Not  less  than  three  years  of  service  in 
Grade  IV. 

2.  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  Commission. 

(b)  Aa  a  basis  for  original  appointment: 

1.  Not  less  than  twelve  years  of  experience 
in  engineering  work,  at  least  half  of  which  shall 
have  been  in  the  particular  branch  of  engineerings 
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work  covered  in  the  position  to  be  filled,  «nd  four 
jetTB  of  wliidi  shall  have  been  in  a  nwijor  executive 
capacity ;  provided  that  sucb  training  in  chemical, 
civil,  mechanical,  electrical,  sanitary  or  other  engi- 
neering branches  as  is  evidenced  by  a  degree 
granted  on  completion  of  a  standard  course  of  in- 
struction in  an  engineering  sdiool  of  recognized 
standing  shall  be  accepted  as  llie  equivalent  of 
two  years  of  the  experience  requirement  of  this 
section. 

2.  Such  additional  qualifications  as  may  be 
required  by  -flie  State  CSvil  Service  Conmiission. 

COMFEHSATIOV  — 

The  range  of  annual  compensation  of  this  Orade 
for  full  time  service  is  from  $3900  to  $5400,  inclusive, 
with  standard  salary  rates  as  follows:  $3900,  $4200, 
$4500,  $4800,  $5100,  $5400. 

mciAi  XBeviATiov  oovEBimro  salaet  r&tes— 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission,  indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 
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GRADE  VI  (D  18VI)  Pro/e«ionaJ  and  ^o<a»#^  £r*n^ 

HTIES  OP  POSmOirS—  ^Bngme0r  Oraup 

CHIEF  ENGINEER 
CONSULTING  ENGINEER 
SUPERVISING  ENGINEER 
BUTIES  — 

Definition: 

The  duties  of  incumb^itB  of  these  positioxifl)  which 
require  the  highest  order  of  executive  or  advisory  ability, 
and  which  involve  the  making  of  final  decisions  in 
administrative  and  engineering  matters,  subject  to  statu- 
tory limitation  only,  are  to  supervise  and  assume  com- 
plete responsibility  for  all  the  engineering  work  of  a 
large  independent  organization ;  or  to  supervise  the  con- 
struction of  engineering  projects  or  works  of  great  mag- 
nitude and  compleodty ;  or  to  give  independent  expert  or 
tritical  engineering  advice  of  the  highest  order,  as  a 
basis  for  executive  action  relative  to  woric  of  this  Bcope, 

QTT  AIIFIC  ATIOBS  — 

Persons  holding  these  positions  shall  have: 

(a)  As  a  basis  for  promotion: 

1.  Not  less  than  three  years  of  service  in 
Grade  V. 

2.  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  Commission  or 
the  appointing  agency. 

(b)  As  a  basis  for  original  appointment: 

CHIEF  ENGINEER 

1.  Not  less  than  fifteen  years  of  experimice 
in  engineering  work,  at  least  half  of  which  shall 
have  been  in  the  particular  branch  of  engineering 
work  covered  in  the  position  to  be  filled,  and  five 
years  of  which  shall  have  been  in  a  major  executive 
capacity. 

2.  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  Commission. 
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CONSULTING  ENGINEER 
SUPERVISING  ENGINEER 

1.  Not  less  than  fifteen  years  of  experience 
in  the  particular  branch  of  engineering  work  oot- 
ered  in  the  position  to  be  filled. 

2.  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  Commission. 

COXFEHSATIOir  — 

The  annual  compensation  of  this  Grade  for  full 
time  service  with  standard  salary  rates  is  as  follows: 
$5700  and  up. 

BFECIAL  SBGUULTIOir  OOVEBlllHa  SALASY  EATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 


ENTOMOLOGIST  GROUP  (D  14) 

ProfeuionaH  and  Seieniific  Service 

Deftniiian:  Bmiomoiogi&t  Oroup 

The  term  Entomologist  Onmp  is  used  to  identify  those 
authorized  employments  of  the  Professional  and  Scientific  Service, 
the  incnmhents  of  which  are  required  to  investigate  and  study  the 
lifei,  habits  and  history  of  insects,  to  conduct  and  report  upon 
experiments  and  research  in  order  to  develop  efficient  and  reme- 
dial measures  for  conserving  and  protecting  agricultural  plants, 
onwards  and  vineyards  from  destruction  by  insects,  to  collect 
specimens  for  experimentation,  propagation  and  exhibition,  and 
to  act  as  consultaniB  and  advisors  on  entomological  subjects. 
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GSADE  I  (D  14  I)  Profetaional  and  Bcientifio  Service 

TITLE  OP  POSITIONS BtUomologigi  Qroup 

ASSISTANT  ENTOMOLOGIST 
BITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
make,  under  supervision,  investigations  and  studies  of 
the  life^  habits  and  history  of  insects,  to  conduct  field 
experiments,  to  collect  specimens  and  prepare  same  for 
exhibition,  and  to  perform  other  duties  of  related  char- 
acter and  standard. 

QTT AUPICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  Such  training  in  biology  as  is  evidenced  by  a 
d^ee,  diploma  or  certificate  granted  on  the  completion 
of  a  standard  course  of  instruction,  including  at  least 
two  years  of  study  in  insect  histology,  anatomy  and 
ecology,  by  a  college  of  recognized  standing,  or  proof  of 
other  training  in  entomology  recognized  by  the  State 
Oivil  Service  Commission  as  the  equivalent  thereof. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPEVSATIOir  — 

The  range  of  annual  compensation  of  this  Grade, 
for  full  time  service  is  from  $1080  to  $1680,  inclusive, 
with  standard  salary  rates  as  follows:  $1080,  $1200, 
$1820,  $1440,  $1560,  $1680. 

SPECIAL  KEOTTLATION  OOVERBINO  ABVASCEIEEIIT  SAL- 

ABT  BATES  — 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed. 
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O&ADE  n  (D  14  n)  ProfeMiondl  and  Scientifie  Berviet 

TULE  OP  POSmOirS  —  ^«*«oloyw#  Group 

ENTOMOLOGIST 
DimES  — 

Definition: 

The  duties  of  incumbents  of  these  positions^  which 
require  the  highest  degree  of  specialized  knowledge  of 
entomology,  are  to  direct  and  be  responsible  for  the 
work  of  employes  in  Grade  I  in  the  conduct  of  field  and 
laboratory  experiments  and  research,  and  to  make  inde- 
pendent experiments  and  apply  the  results  of  such  re- 
search to  the  destruction  and  control  of  insect  pests. 

QVAiiPiCAnoirs — 

Persons  holding  these  positions  shall  ha/oe: 

1.  The  Tninimiiim  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  two  years  of  service  in  Grade  I,  or 
if  appoiiited  otherwise  than  by  promotion  from  Gi^e 
I,  at  least  three  years  of  experience  in  work  of  Grade 
I  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPEVSATIOir  — 

The  range  of  annual  compensation  of  this  Ghrade 
for  full  time  service  is  from  $1800  to  $3540,  inclusive, 
with  standard  salary  rates  as  follows:  $1800,  $1980, 
$2160,  $2340,  $2580,  $2820,  $3060,  $3300,  $3540. 

SPECIAL  BZGUULTIOir  OOVEBHIVO  BALABY  SATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 


FISH  OULTURIST  GROUP  (D  15) 

Prof999iciMl  amd  BeienHfio  Service 
Definition:  Fieh  Cidturia$  Group 

The  term  Fish  Guitarist  Group  is  used  to  identify  thoee  au- 
thorized emplojmeiits  of  the  Professional  and  Scientific  Servioe, 
-die  incumbents  of  which  are  required  to  direct^  supervise  and  be 
responsible  for  the  activities  of  that  bureau  of  a  State  department 
charged  with  the  propagation  and  distribution  of  fishes  for  con- 
servation purposes. 
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GRADE  I  (D  16  I)  ProfeasUmal  tmd  ScienHfie  Service 

Fieh  Oiatwriet  Group 

TTiLE  OF  posmoir— 

FISH  CULTURIST 
BTTTIES  — 

Definition: 

The  duties  of  the  incumbent  of  thia  position,  whioh 
require  the  highest  degree  of  specialized  knowledge  in 
fish  culture  and  demonstrated  administrative  ability,  are 
to  direct^  supervise  and  be  responsible  for  tiie  activities 
of  that  bureau  of  a  State  depaiisnent  charged  with  the 
propagation  and  distribution  of  fishes  for  conservation 
purposes. 

QlTAUFICAnOF— 

The  person  holding  this  position  shall  have: 

1.  Extensive  training  in  the  science  relating  to 
fish  culture  and  demonstrated  administrative  abUitj. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COKPENSAnOir— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $3060  to  $4200,  inclusive, 
with  standard  salary  rates  as  follows:  $3060,  $3300, 
$3600,  $3900,  $4200. 

SPECIAL  BEOTTLAnOir  OOVEBHIHO  SALAST  BATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal imder  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do  not 
exceed  the  value  of  the  work  to  be  performed. 


FORESTER  GROUP  (D  16) 

Profeasional  and  Seientific  Berviee 
Definition:  Forester  Group. 

The  term  Forester  Group  is  used  to  identify  those  authorized 
employments  of  the  Professional  and  Scientific  Service,  the  in- 
cumbents of  which  are  required  to  plant,  cultivate  and  conserve 
trees,  to  prevent  and  apply  remedies  or  treatment  for  the  extir- 
pation of  fungus  growths  and  other  diseases  or  hazards,  and  toper- 
form  related  work  in  cruising,  surveying,  or  plotting  for  the 
protection  of  trees  and  reforestation. 
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OBADE  I  (D  16  I) 

TITLE  OF  POSITIOirS  — 

FORESTER 
BUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
supervise  laborers  or  other  employes  in  the  planting  or 
treatment  of  trees^  the  making  of  surveys,  cruises  and 
inspections  incidental  thereto,  to  instruct  and  advise  pub- 
lic and  private  agencies  or  institutions  on  subjects  of  tree 
cultivation  and  conservation  upon  assignment. 

EcBamplet: 

Craifiing  and  estimating  standing  timber. 
Surveying  and  locating  boundary  lines. 
Supervising  the  planting  of  trees. 

aiTALIFICATIOirS  — 

Persons  holding  these  positions  shall  have: 

1.  Such  training  in  forestry  as  is  evidenced  by  a 

degree  granted  on  the  completion  of  a  standard  course  of 
instruction  in  a  forestry  school  of  recognized  standing, 
or  proof  of  other  training  recognized  by  the  State  Civil 
Service  Commission  as  the  equivalent  thereof. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COKPENSATIOir  -- 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1080  to  $1680,  inclusive, 
with  standard  salary  rates  as  follov^s:  $1080,  $1200, 
$1320,  $1440,  $1560,  $1680. 

SPECIAL  KEOTTLATION  OOVERNINO  ABVASCEHENT  SAL- 

ABT  BATES— 

Advancement  within  this  Grade  is  conditional 
upon  appraisal,  under  the  rules  of  the  State  Civil 
.Service  Commission,  indicating  that  the  rates  to  be 
designated  do  not  exceed  the  value  of  the  work  to  be 
performed. 
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GRADE  n  (D  16  11)  Profewional  and  Boientifio  Service 

TITLE  DP  POSmOH—  Foreeier  Group 

ASSISTANT  SUPERINTENDENT  OP  FORESTS 

DUTIES -» 

Definition: 

The  duties  of  the  incumbent  of  this  position,  which 
require  a  high  d^ree  of  technical  training  and  execu- 
tive ability  in  forestry  matters,  are  to  assist  in  the 
direction  of  a  primary  unit  of  organization  charged 
with  the  conservation  of  State  forests,  and  to  give  advice 
to  State  departments  and  other  agencies  on  subjects  rela- 
tive to  tree  cultivation  and  conservation. 

QITALIFICATIOHS  — 

The  person  holding  this  position  shall  h<we: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  five  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from  Grade 
I,  at  least  five  years  of  experience  in  forestry  work  of 
Grade  I  character  and  standard,  not  less  than  two  of 
which  shall  have  been  in  New  York  State. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPEVSATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  aervioe  is  from  $2160  to  $2820,  inclusive, 
with  standard  salary  rates  as  follows:  $2160,  $2340, 
$2680,  $2820. 

gPECIAL  BEaiTLATIOF  OOVEBHIHO  ABVASCEHEHT  SAL- 

AST  SATES  — 

Advancement  within  this  grade  is  conditional 
upon  ^appraisal,  under  the  rules  of  the  State  Civil 
Service  Commission,  indicating  that  the  rates  to  be 
designated  do  not  exceed  the  value  of  the  work  to  be 
peorformed. 
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GRADE  m  (D  16  HI)  ProfeBsianal  and  Soimtiflo  Bmvio^ 

TITLE  OP  POSITION—  Formt^r  Group 

SUPERINTENDENT  OF  FORESTS 
DITTIES— 

Definition: 

The  duties  of  the  incumbent  of  this  position,  which 
require  the  highest  degree  of  technical  training  and 
executive  ability  in  forestry  matters,  are  to  direct  and 
assume  complete  responsibility  for  the  activities  of  a 
primary  unit  of  organization  charged  with  the  conser- 
vation of  State  forests  and  to  give  expert  advice  to  State 
departments  on  subjects  relative  to  tree  cultivation  and 
oonservation. 

aXTAIIPICATIONS- 

The  person  holding  this  position  shall  have: 

1.  The  minimum  qualifications  prescribed  by 
Grade  I. 

2.  Not  less  than  seven  years  of  service  in  Grade  11, 
or  if  appointed  otherwise  than  by  promotion  from  Grade 
II,  at  least  seven  years  of  experience  in  forestry  work, 
not  less  than  two  of  which  shall  have  been  in  New  York 
State,  and  at  least  two  of  which  shall  have  been  in  an 
executive  or  supervisory  capacity. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPEHSATIOF— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $3060  to  $4200,  inclusive, 
with  standard  salary  rates  as  follows:  $3060,  $3300, 
$3600,  $3900,  $4200. 

SPECIAL  BEOTTLATIOir  OOVEBHIHO  SALAXT  BATES  — 

The  entrance  and  other  salary  rates  of  positiosis 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do  not 
exceed  the  value  of  the  work  to  be  performed. 


GEOLOGIST  GROUP  (D  17) 

ProfeuUmal  <Md  Bciewtifio  BenAoe 
Geologiit  €hroup 

The  term  Gbologist  Group  is  UBed  to  identify  those  author- 
ized employments  of  the  Professional  and  Scientific  Service,  tho 
incumbents  of  which  are  required  to  study  the  geological  resources 
of  the  State,  to  conduct  research  work  involving  the  chemical, 
mineralogicaly  geological  and  paleontological  analyses  of  the  vari- 
ous strata  and  deposits,  to  study  the  historical  changes  of  the 
topography  of  the  State,  to  classify  specimens  for  the  State 
Museum  and  other  governmental  agencies,  to  tabulate  statistics 
and  prepare  reports  on  the  results  of  resea^di  and  observations. 
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GRADE  I  (D  17  I)  Professional  and  Sdsntifie  Berviom 

TITLES  OP  POSITIONS  —  Oeologist  Oraup 

ASSISTANT  MINERALOGIST 
ASSISTANT  GEOLOGIST 
BTTTIES  — 

ASSISTANT  MINERALOGIST 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
collect,  classify  and  study  rock,  mineral  and  earth 
deposits,  and  prepare  specimens  for  the  State  Museum 
or  other  governmental  agencies. 

ASSISTANT  GEOLOGIST 
Defifdtian: 

The  duties  of  incumbents  of  these  positicMiB  are  to 
study  the  economic  geological  resources  of  the  State,  to 
analyze  chemically  the  various  strata  and  deposits,  to 
study  the  historical  changes  of  the  topography  of  the 
State,  to  classify  specimens  for  the  State  Museum  or 
other  govenunental  agencies^  tabulate  statistics  and 
prepare  reports  on  the  results  of  observations. 

QTrAUPICATIOVS  — 

Persons  holding  these  positions  shall  have: 

1.  Such  training  in  mineralogy,  chemistry  and 
geology  as  is  evidenced  by  a  d^ree,  diploma  or  certifi.- 
cate  granted  on  completion  of  a  standard  course  of  in- 
struction, including  at  least  two  years  of  study  in 
mineralogy,  chemistry  and  geology  in  a  college  of  recog- 
nized standing;  or  proof  of  other  training  and  recog- 
nized by  the  State  Civil  Service  Commission  as  the 
equivalent  thereof. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COKPEHSATIOir  — 

ASSISTANT  MINERALOGIST 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $1080  to 
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$1800,  inclusive,  with  standard  salary  rates  as  follows: 
$1080,  $1200,  $1320,  $1440,  $1560,  $1680,  $1800. 

ASSISTANT  GEOLOGIST 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $1080  to 
$1560,  inclusive,  with  standard  salary  rates  as  follows: 
$1080,  $1200,  $1320,  $1440,  $1560. 

SPECIAL  BEOVLATIOir  OOVEBNINO  ABVANCEHENT  SAL- 

AET  BATES  — 

Advancement  within  this  Grade  is  conditional 
upon  appraisal  under  the  rules  of  the  State  Civil 
Service  Commission,  indicating  that  the  rates  to  be 
designated  do  not  exceed  the  value  of  the  work  to  be 
performed. 
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GRADE  II  (D  17  Ili 

^  '  Professional  and  Scientific  Servioe 

TITLES  OF  POSITIONS  —  Geologist  Group 

GEOLOGIST 

PALEONTOLOGIST 
DUTIES  — 

GEOLOGIST 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
conduct  and  report  upon  special  investigations  pertain- 
ing to  the  geological  resources  of  the  State,  to  collect 
statistics  in  the  mining  and  quarrying  industries^  to 
collect,  study  and  classify  geological  specimens,  to  pre- 
pare geological  material  for  the  State  Museum  or  other 
governmental  agencies,  and  to  give  advice  in  reference 
to  geolc^cal  and  related  problems. 

PALEONTOLOGIST 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
collect,  study  and  classify,  report  upon  and  prepare  for 
the  State  Museum  or  other  governmental  agencies  geo- 
logical specimens  in  which  are  embedded  fossils,  and 
related  specimens  which  record  life  and  history. 

Qir ALIFIC  ATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  two  years  of  service  in  Grade  I,  or 
if  appointed  otherwise  than  by  promotion  from  Grade  I, 
at  least  three  years  of  experience  in  work  of  Grade  I 
character  and  standard. 

8.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COHFEHSATIOir  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1800  to  $3060,  inclusive, 
with  standard  salary  rates  as  follows:  $1800,  $1980, 
$2160,  $2340,  $2580,  $2820,  $3060. 
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SPECIAL  BEGULATION  GOVERNING  SAIAEY  RATES — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 


164 

OBADE  m  (D  17  m)  Professional  and  Scientific  Bervice 

TITLE  OF  POSITION—  Geologist  Group 

DIRECTOE     OF    NATURAL     SCIENCE     AND 

STATE  MUSEUM 
DUTIES  — 

Definition: 

The  duties  of  the  incumbent  of  this  position,  whicsh 
require  the  highest  degree  of  specialized  knowledge  of 
natural  science  in  all  its  branches,  are  to  institute  and 
supervise  geological  surveys  of  the  State  and  to  direct 
the  activities  of  the  State  Museum. 

QUAUFICATIOirS  — 

The  person  holding  this  position  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  "Not  less  than  four  years  of  service  in  Grade  II, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  II,  at  least  four  years  of  experience  in  work  of 
Grade  II  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $4200  to  $5100,  inclusive, 
with  standard  salary  rates  as  follows:  $4200,  $4500, 
$4800,  $5100. 

SPECIAL  BEGXTLATION  GOVEENINO  SALABY  RATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 


HORTICULTURIST  GROUP  (D  18) 

Profeaaional  and  Scientific  Service 
Definition:  Horticulturist  Group 

The  term  Horticulturist  Group  is  used  to  identify  those 
authorized  employments  of  the  Professional  and  Scientific  Serv- 
ice, the  incumbents  of  which  are  required  to  conduct  scientific 
experiments  and  investigations  in  the  culture  of  fruits,  vegetables 
and  flowers,  to  prepare  bulletins,  to  deliver  lectures  and  give 
advice  to  growers  on  horticulture  or  related  subjects. 
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OSADE  I  (D  18  I) 

^  '  ProfeaHonal  and  Scientific  Berviom 

TTTIE  OP  POSITIONS  —  Hortundturist  Oroup 

ASSISTANT  HORTICULTURIST 

DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
conduct  experiments  and  investigations  along  the  lines 
or  phases  of  work  involved  in  the  study  of  the  culture 
of  fruits,  vegetables  and  tiowers^  to  supervise  culture 
work,  to  prepare  records  and  reports  and  to  lecture  and 
advise  on  related  subjects. 

auAUPicATioirs — 

Persons  holding  these  positions  shdU  have: 

1.  Such  training  in  horticulture  as  is  evidenced  bj 
a  degree,  diploma  or  certificate  granted  on  completion 
of  a  standard  course  of  instruction  in  a  college  of  agri- 
culture of  recognized  standing ;  and  in  addition  not  less 
than  two  years  of  experience  in  the  inspection,  care 
and  study  of  fruits,  vegetables  and  plants  or  in  related 
work;  or 

2.  A  certificate  of  graduation  from  a  high  school, 
and  such  training  as  is  evidenced  by  a  certificate  granted 
on  completion  of  one  or  more  courses  in  horticulture  in 
a  collie  of  agriculture  of  recognized  standing,  and  in 
addition  thereto  not  less  than  five  years  of  experi^ace 
in  some  branch  of  fruit  or  plant  industry  in  a  super- 
vising capacity. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1200  to  $1800,  inclusive, 
with  standard  salary  rates  as  follows:  $1200,  $1320, 
$1440,  $1560,  $1680,  $1800. 
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SPECIAL  BEOUIATIOir  60VEBNINO  ABVANCEMEITE  SAL- 

ABY  EATES  — 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed. 
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GEADE  n  (D  18  H)  Profe^Mional  and  Scientific  Service 

TITLE  OP  POSITIONS  —  HonictdturUt  Group 

HORTICULTURIST 
DUTIES  — 

Definition: 

The  duties  of  the  incumbent  of  this  position,  which 
require  a  high  degree  of  executive  ability  and  technical 
training  are  to  assume  independent  responsibility  for 
the  activities  of  that  bureau  or  other  primary  unit  of 
the  State  department  charged  with  the  conduct  of 
scientific  experiments  and  investigations  in  the  culture 
of  fruits,  vegetables  and  flowers,  to  prepare  reports, 
deliver  lectures  and  furnish  expert  advice  on  horti- 
culture and  related  subjects. 

QUAUPICATIONS  - 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Xot  less  than  three  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from  Grade 
I,  at  least  five  years  of  experience  in  work  of  Grade  I 
character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATIOE  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $2580  to  $3540,  inclusive, 
with  standard  salary  rates  as  follows:  $2580,  $2820, 
$3060,  $3300,  $3540. 

SPECIAL  EEOVLATIOE  OOVEKNIHO  SALAEY  EATES  — 

The  entrance  and  other  salary  rates  of  positions 
'jlassified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do  not 
exceed  the  value  of  the  work  to  be  performed. 


LAWYER  GROUP  (D  19) 

Professional  and  Soientifio  Service 
Definition:  Lawyer  Group 

The  term  Lawyer  Group  is  used  to  identify  those  authorized 
employments  of  the  Professional  and  Scientific  Service,  the 
incumbents  of  which  are  required  to  conduct  actions  and  proceed- 
ings to  which  the  State  or  an  officer  thereof  is  a  party  or  is  inter- 
ested ;  or  to  render  legal  advice  or  assistance  to  public  officers. 
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OBADE  I  (D  19  I)  ProfeMnonal  and  Scientific  Service 

TITLES  OP  POSITIONS—         ^""^"^  ^^^^ 

JUNIOK  COUNSEL 
LAW  CLERK 
STTTIES  — 

Definiiion: 

The  duties  of  incumbents  of  these  positions,  which 
require  skill  and  judgment  but  not  a  high  degree  of 
independent  responsibility,  are  to  prepare  and  conduct 
minor  investigations  and  hearings;  to  assist  in  important 
cases,  investigations  and  hearings;  and  to  perform, 
under  direction,  other  legal  work  not  involving  a  high 
degree  of  independent  responsibility. 

QUALIPICATIONS  — 

JUNIOR  COUNSEL 

Persons  holding  these  positions  shall  have: 

1.  A  certificate  or  record  of  admission  to  the  bar 
of  the  State  of  New  York. 

2.  Not  less  than  one  year  of  experience,  after  ad- 
mission to  the  bar,  in  legal  work  such  as  preparing 
memoranda  of  law,  and  assisting  in  the  preparation  and 
trial  of  cases. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

LAW  CLERK 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  three  years  of  experience  or 
special  training  in  a  law  department  or  other  law  office 
affording  special  opportunity  to  become  familiar  with 
legal  theory  and  practice  or  court  procedure. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 
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COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1200  to  $1980,  inclusive, 
with  standard  salary  rates  as  follows:  $1200,  $1320, 
$1440,  $1560,  $1680,  $1800,  $1980. 

SPECIAL  REOVLATION  OOVEBNINO  SALABY  EATES  OF 

JTTNIOK  COUNSEL  — 

The  entrance  and  other  salary  rates  of  the  posi- 
tions of  junior  counsel  classified  within  this  Grade, 
except  as  provided  by  law  for  the  Attorney-General's 
department,  are  conditional  upon  appraisal,  under  the 
rules  of  the  State  Civil  Service  Commission,  indicating 
that  the  rates  to  be  designated  do  not  exceed  the  value 
of  the  work  to  be  performed. 

SPECIAL  BEOTTLATION  OOVEBNINO  ADVANCEMENT  SAL- 
ABY BATES  OF  LAW  CLEBE— 

Advancement  of  the  positions  of  law  clerk  classi- 
fied within  this  Grade  is  conditional  upon  appraisal 
under  the  rules  of  the  State  Civil  Service  Commission, 
indicating  that  the  rates  to  be  designated  do  not  exceed 
the  value  of  the  work  to  be  performed. 
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UiLAUJSi  U  \U  Iv  11}  Professional  and  Scientifio  Service 

TITLES  OF  POSITIONS—  ^'*^*^  ^^"'^ 

ASSOCIATE  COUNSEL 

TITLE  EXAMINER 
DITTIES  — 

ASSOCIATE   COUNSEL 
Definition: 

The  duties  of  incumbents  of  these  positions,  which 
require  special  legal  training  and  independent  respon- 
sibility, are  to  conduct  important  cases,  investigations 
and  bearings,  and  to  perform  other  legal  work  of 
equivalent  character  and  standard. 

Examples : 

Preparing  pleadings,  memoranda  and  briefs. 
Arguing  motions,  demurrers  or  appeals. 
Trying  actions  and  proceedings. 

TITLE  EXAMINER 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
require  special  training  in  real  estate  law,  and  famili- 
arity with  legal  and  court  procedure  relative  thereto, 
are  to  examine  or  direct  the  examination  and  searching 
of  titles  to  real  estate^  and  to  perform  work  of  related 
character  and  standard. 

aUALIFICATIONS  — 

ASSOCIATE  COUNSEL 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Junior  Counsel  in  Grade  I. 

2.  Not  less  than  two  years  of  service  in  Grade  I,  or 
if  appointed  otherwise  than  by  promotion  from  Grade  I, 
at  least  three  years  of  experience  in  work  of  Grade  I 
character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 
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TITLE  EXAMINER 

Persons  holding  these  positions  shall  have: 

1.  The  miuimum  qualifications  prescribed  for 
Junior  Counsel  in  Grade  I. 

2.  Not  less  than  two  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  I,  at  least  two  years  of  experience  in  work  of 
Grade  I  character  and  standard,  provided  that  such 
service  or  experience  shall  include  at  least  two  years 
of  work  in  the  examination  of  titles. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Conmiission. 

COMPENSATION  — 

ASSOCIATE  COUNSEL 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $2160  to 
$3540,  inclusive,  with  standard  salary  rates  as  follows: 
$2160,  $2340,  $2580,  $2820,  $3060,  $3300,  $3540. 

TITLE  EXAMINER 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $1800  to 
$2820  with  standard  salary  rates  as  follows:  $1800, 
$1980,  $2160,  $2340,  $2580,  $2820. 

SPECIAL  BEOTTLATION  GOVEBNINO  SALARY  BATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade,  except  as  provided  by  law 
for  the  Attorney-General's  department,  are  conditional 
upon  appraisal,  under  the  rules  of  the  State  Civil  Serv- 
ice Ck)iQmis8ion,  indicating  that  the  rates  to  be  desig- 
nated do  not  exceed  the  value  of  the  work  to  be 
performed. 
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GEADE  m  (D  19  HI)  Profes^nonal  and  Scieniific  Service 

TITIES  OP  POSITIONS  —  ^"'^'^  ^^**^ 

COUNSEL 

DEPUTY  ATTORNEY-GENERAL 

DUTIES  — 

Defimtion: 

The  duties  of  incumbents  of  these  positions,  which 
involve  the  performance  of  the  highest  order  of  l^al 
work,  are  to  direct  and  be  responsible  for  the  legal  work 
of  a  department ;  or  an  important  unit  of  the  Attorney- 
General's  office;  or  to  render  the  highest  order  of  l^al 
assistance  or  service  to  public  officers. 

Eofamplea: 

Acting  as  legal  advisor  to  the  Governor. 
Acting  as   advisory   counsel  on   the   most   important 
legal  matters. 

Conducting  the  most  important  litigation. 
Having  charge  of  a  .bureau  conducting  the  examina- 
tion of  titles  to  State  lands. 

QUAUEICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  II. 

2.  Not  less  than  three  years  of  service  in  Grade  II, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  II,  at  least  three  years  of  experience  in  work  of 
Grade  II  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  annual  compensation  of  this  Grade  for  full 
time  service  with  standard  salary  rates  is  $3900  and  up. 

SPECIAL  REOTTLATION  OOVEBNING  SALABY  BATES  — 

The  entrance  and  other  salary  rates  of  positions 
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classified  within  this  Grade,  except  as  provided  by  law 
for  the  Attomey-GeneraFs  department,  are  conditional 
upon  appraisal,  under  the  rules  of  the  State  Civil  Serv- 
ice Commission,  indicating  that  the  rates  to  be  desig- 
nated do  not  exceed  the  value  of  the  work  to  be 
performed. 


NURSE  GROUP  (D  20) 

Professional  and  Scientific  Service 

Definiiion:  yurse  Group 

The  term  Nurse  Group  is  used  to  identify  those  authorized 
employments  of  the  Professional  and  Scientific  service,  the  incum- 
bents of  which  must  either  have  a  certificate  of  registration  as  a 
registered  nurse  issued  by  the  Board  of  Regents  of  the  University 
of  the  State  of  New  York,  or  have  been  graduated  from  a  training 
school  for  nurses  of  a  State  hospital,  charitable  institution  or  other 
training  school  of  recognized  standing,  and  are  required  to  care  for 
and  treat  sick  and  mentally  defective  patients  confined  in  State 
hospitals,  charitable  institutions,  reformatories  and  prisons;  and 
to  investigate,  prevent,  correct  and  report  conditions  unfavorable 
to  the  health  of  individuals  or  communities. 
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GRADE  I  (D  20  I) 

^  '  Professional  and  Scientific  iSerrsoe 

TITLE  OF  POSITIONS  —  ^^^^^^  ^^^^^ 

NUESE 
DUTIES  — 

Definition : 

The  duties  of  incumbents  of  these  positions  are  to 
assist  in  the  treatment,  medication  and  care  of  assigned 
sick  or  infirm  patients,  to  supervise,  under  direction, 
work  of  assigned  ward  attendants,  to  keep  the  necessary 
clinical  and  ward  records  and  to  perform  such  other 
routine  nursing  work  as  may  be  incident  to  the  health, 
comfort  and  safety  of  patients  under  their  supervision. 

Eofamples: 

Taking  and  recording  temperatures,  pulse  and  respira- 
tion. 

Administering  medicine  and  other  treatment  as  ordered. 

Dressing  minor  surgical  operations;  applying  poultices, 
packs,  etc. 

Making  rounds  with  physicians. 

Giving  therapeutic  or  other  baths. 

Preparing  and  serving  special  or  other  diets. 

Bathing,  dressing,  feeding,  observing  and  exercising 
patients. 

Assisting  in  and  directing  the  cleaning  of  wards,  haUs, 
floors,  etc. 

Making  beds,  changing  linen,  etc. 

Fumigating,  repairing  and  checking  patients*  clothing. 

Sterilizing   surgical  instrimients  and  equipment. 

Keeping  daily  clinical  records,  record  of  seizures  and 
accidents. 

Supervising  work  group,  walking  or  amusement 
parties. 

ttTJAIIFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  A  certificate  or  license  to  practice  as  a  registered 
nurse  issued  hy  the  Board  of  Regents  of  the  University 
of  the  State  ^  New  York ;  or 

2.  A  certificate  of  graduation  from  the  training 
school  for  nurses  of  a  State  hospital,  charitable  institu- 
tion or  other  training  school  for  nurses  of  recognized 
standing. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 
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""COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $420  to  $516,  inclusive, 
with  maintenance,  for  men,  and  from  $360  to  $456, 
inclusive,  with  maintenance,  for  women,  with  standard 
salary  rates  as  follows:  Men,  $420,  $444,  $468,  $492, 
$516.     Women,  $360,  $384,  $408,  $432,  $456. 

Advancement  from  rate  to  rate  within  this  Grade 
shall  be  made  upon  the  completion  of  a  term  of  at  least 
six  months  of  satisfactory  service. 

BEGTTLATION  GOYESNING  COMPENSATION  FOB  SPECIAL 

SEBVICES  — 

Where  nurses  in  this  Grade  regularly  perform 
special  duties  of  massagist  or  chiropodist,  having  duly 
completed  recognized  courses  of  training  in  these  lines 
of  work,  and  the  need  for  such  services  has  been  ap- 
proved by  the  administrative  agency  charged  with  con- 
trol, persons  designated  for  such  services  shall  receive 
$90  per  annum  in  addition  to  the  above  standard  rates. 

SPECIAL  BEGTTLATION  GOVEBNING  SALABY  BATES  OF 

NUBSES  AT  BAYBBOOK  AND  THE  POBT  OF 
NEW  YOBK  — 

For  services  of  this  Grade  at  the  Raybrook  State 
Hospital  for  the  Treatment  of  Incipient  Tuberculosis, 
and  the  State  Quarantine  Hospitals  at  the  Port  of  New 
York,  an  additional  compensation  of  $120  per  annum 
shall  be  added  to  the  above  standard  rates. 

*NoTB. —  For   extra   compensation   governing   night   service,    see   general 
regulation. 
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^  '  Professional  and  Scientific  Service 

TITLE  OF  POSITIONS  —  ^^^*^  ^^^"^ 

CHARGE  NURSE 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions   are 
to  take  charge,  under  direction,  of  an  assigned  ward  or 
small  group  of  wards  and  of  the  patients,  nurses  and 
ward  attendants  therein  and  to  instruct  and  assist  them 
in  their  work ;  to  assist  in  the  treatment,  medication  and 
care  of  a  group  or  groups  of  patients  of  a  ward  or  small 
group  of  wards;  to  take  charge  of  an  operating  room 
and  of  the  nurses  and  attendants  therein  employed;  to 
take  charge  of  the  hydrotheropeutic  work  in  a  division 
of  a  hospital ;  to  supervise  and  assist  in  the  cleaning  and 
ventilation  of  wards  and  living  quarters;  to  keep  the 
necessary  clinical  and  ward  records,  and  to  perform  such 
other  duties  as  may  be  incident  to  the  health,  comfort 
and  safety  of  patients  under  their  supervision. 

Examples: 

Ordering  on  requisition,  ward  supplies. 

Arranging  for  the  exercise  and  employment  of  patients. 

Making  rounds  with  physicians  and  assisting  in  carry- 
ing out  their  orders. 

Supervising  and  assisting  in  the  dressing,  bathing, 
feeding  and  general  care  of  patients. 

Taking  charge  of  a  number  of  wards  on  night  duty. 

Taking  charge  of  the  operating  room. 

Assuming  responsibility  for  general  order  and  dean- 
lines  of  a  ward  and  the  cleanliness  and  well  being  of  the 
patients  therein. 

Performing  such  other  duties  as  may  be  assigned  in 
connection  with  the  ward  service. 

ttTJALIFICATIONS  — 

Persons  holding  fhrse  positions  shall  have: 

1.  The    minimum    qualifications    prescribed    for 
Grade  I. 

2.  Not  less  than  one  year  of  sen'ice  in  Grade  I,  or 
if  appointed  otherwise  than  by  promotion  from  Grade  I, 
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at  least  one  year  of  experience  in  work  of  Grade  I  char- 
acter and  standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $516  to  $588,  inclusive, 
with  maintenance,  for  men,  and  from  $456  to  $528, 
inclusive,  with  maintenance,  for  women,  with  standard 
salary  rates  as  follows:  Men,  $516,  $540,  $564,  $588. 
Women,  $456,  $480,  $504,  $528. 

Advancement  from  rate  to  rate  within  this  Grade 
shall  be  made  upon  the  completion  of  a  term-  of  at  least 
six  months  of  satisfactory  service. 

SPECIAL  BEOITLATION  GOYEBNINO  SALARY  SATES  OF 

NUBSES  AT  KAYBSOOK  AND  THE  POST  OF 
NEW  TOSK  — 

For  services  of  tiiis  Grade  at  the  Raybrook  State 
Hospital  for  the  Treatment  of  Incipient  Tuberculosis, 
and  the  State  Quarantine  Hospitals  at  the  Port  of  New 
York,  an  additional  compensation  of  $120  per  annum 
shall  be  added  to  the  above  standard  rates. 


1S2 
GRADE  m  (D  20  m)  i,   ^  ,     ^  ic.      *  ^   u..^ 

^  '  Professwnal  and  Scientific  Berv^ce 

TITLES  OF  POSITIONS  —  ^**^*^  ^^^ 

SUPERVISOR 
HOSPITAL  MATRON 
DUTIES  — 

SUPERVISOR 
Definition: 

The  duties  of  incumbents  of  these  positions^  which 
require  a  high  degree  of  executive  and  professional 
ability,  are  to  take  charge  of  the  nursing,  care  and  super- 
vision of  a  large  number  of  patients  comprising  several 
wards,  and  to  direct  and  be  responsible  for  the  work  of 
all  charge  nurses,  nurses  and  attetndants  employed 
therein,  to  enforce  physicians'  orders,  to  prepare  time 
and  other  prescribed  reports,  and  to  perform  such  other 
duties  as  may  be  incident  to  the  supervision,  nursing 
and  treatment  of  a  large  number  of  patients. 

Example: 

Acting  aB  superviBor  of  ward  service,  State  h<Mq>ital. 

HOSPITAL  MATRON 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
take  charge  of  the  household  activities  and  general  nurs- 
ing within  the  hospital  of  a  State  charitable  institution. 

SaampU: 

Acting  as  Hospital  Matron  of  the  Training  School  for 
Girls,  Hudson. 

aUALIFICATIONS  — 

Persons  holding  these  positions  shall  ha/ve: 

1.  The  minimum  qualifications  prescribed  for 
Grade  II. 

2.  Not  less  than  one  year  of  service  in  Grade  II, 
or  if  appointed  otherwise  than  by  promotion  from  Grade 
II,  at  least  one  year  of  experience  in  work  of  Grade  II 
character  and  standard. 

3.  Such  additional  qualifications  as  niiay  be  re- 
quired by  the  State  Civil  Service  Commission. 
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COMPENSATION  — 
SUPERVISOR 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $630  to  $780,  inclusive, 
with  maintenance,  for  men,  and  from  $540  to  $690, 
inclusive,  with  maintenance,  for  women,  with  standard 
salary  rates  as  follows:  Men,  $630,  $690,  $750,  $780. 
Women,  $540,  $600,  $660,  $690. 

HOSPITAL  MATRON 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $570  to  $690,  inclusive, 
with  full  maintenance,  with  standard  salary  rates  as 
follows:     $570,  $630,  $690. 

SPECIAL  BEOULATION  GOVEBNINO  COMPENSATION  OF 

STTPEBYISOBS  OF  EMPLOYES  OF  THIS 
OBADE  IN  mSTITTJTIONS  OF  MOBE  THAN 
4000  PATIENTS  — 

Where  the  superintendent  of  an  institution  of  more 
than  4000  patients  designates  a  supervisor  (of  this 
Grade)  to  direct  and  control  the  work  of  other  super- 
visors in  the  male  or  female  services  of  the  institution, 
or  both,  such  person  shall  receive  the  working  designa- 
tion of  "  Chief  Supervisor"  and  be  entitled  to  $120  per 
annum  in  addition  to  the  above  standard  salary  rates 
for  services. 

The  terms  of  this  provision  shall  apply  to  any 
instance  where  the  superintendent  under  the  conditions 
prescribed  has  designated  a  supervisor  to  assist  the 
senior  physician  in  the  administration  of  the  attendant 
service. 

SPECIAL  BEGFLATION  GOVEBNING  SALABY  BATES  OF 

NTTBSES  AT  BAYBBOOK  AND  THE  POBT  OF 
NEW  TOBX  — 

For  services  of  this  Grade  at  the  Raybrook  State 
Hospital  for  the  Treatment  of  Incipient  Tuberculosis, 
and  the  State  Quarantine  Hospitals  at  the  Port  of  Xew 
York,  an  additional  compensation  of  $120  per  annum 
shall  be  added  to  the  above  standard  rates. 
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OEADB  IV  (D  20  IV)  Professional  and  Bcientific  Service 

TITLES  OF  POSITIONS  —  ^^^^^  ^^^^ 

PRINCIPAL  OF  TRAINING  SCHOOL 
SUPERVISING  PUBLIC  HEALTH  NURSE 

DUTIES  — 

PRINCIPAL  OF  TRAINING  SCHOOL 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
take  charge  of  the  instruction  and  training  of  pupil 
nursos  or  attendants  in  a  training  school  for  nurses, 
to  give  prescribed  courses  of  lectures  and  demonstra- 
tions on  nursing,  to  oversee  and  supervise  the  work 
of  pupil  nurses  and  to  perform  other  related  work. 

Eaoamplea: 

Directing  and  giving  class  room  instruction  to  pupil 
nurses. 

Conducting  examinations. 

Assisting  in  the  general  supervision  of  nursing,  occupa- 
tional and  recreational  activities. 

SUPERVISING  PUBLIC  HEALTH  NURSE 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
assist  local  and  State  officials  in  the  prevention  and  sup- 
pression of  contagious  diseases  and  in  the  reduction  of 
infant  mortality,  to  direct  the  work  of  local  health 
nurses  and  give  instruction  and  assistance  where  neces- 
sary, to  make,  under  supervision,  tuberculosis  surveys 
and  other  health  surveys,  and  to  perform  such  other 
duties  as  may  be  incident  to  the  promotion  of  public 
health  and  sanitation. 

Eaoamples: 

Investigating  epidemics,  etc. 
Making   a   tuberculosis  survey. 

Inspecting  infant  welfare  stations  and  day  nurseries. 
Inspecting  character,  methods  and  equipment  of  mid- 
wives. 

Assisting  health  officer  in  making  milk  inspections. 
Conducting  traveling  health  exhibit. 
Instructing  mothers  in  care  of  babies. 
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QUAiniCATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  III. 

2.  Not  less  than  one  year  of  service  in  Grade  III, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  III,  at  least  one  year  of  experience  in  work  of 
Grade  III  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission.  In 
determining  the  additional  qualifications  of  Supervis- 
ing Public  Health  Nurses,  the  State  Civil  Service  Com- 
mission shall  co-operate  with  the  Public  Health  Council. 

COIIPENSATION  — 

PRINCIPAL  OF  TRAINING  SCHOOL 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $1020  to 
$1320,  inclusive,  with  maintenance,  with  standard  salary 
rates  as  follows:    $1020,  $1080,  $1140,  $1200,  $1320. 

SUPERVISING  PUBLIC  HEALTH  NURSE 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $1140  to 
$1320,  inclusive,  with  standard  salary  rates  as  follows; 
$1140,  $1200,  $1320. 
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GRADE  I  (D  21 1)  „   ,     .     ,      .  „  ■    ,.r   ^^^ 

'  '  Professional  and  Botenttfie  8erme« 

TITLE  OF  POSITIONS  —  PharmaoUt  aroup 

DTTTIES-  PHARMACIST 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
involve  supervision  of  assigned  employes,  are  to  com- 
pound, preserve  and  dispense  drugs  and  medicines,  to 
manufacture  standard  pharmaceutical  preparations,  to 
keep  records  prescribed  by  statutory  or  departmental 
regulation,  to  instruct  pupil  nurses  and  other  employes 
in  the  practice  of  pharmacy  when  required,  and  to  per- 
form other  duties  of  equivalent  character  and  standard. 

Examples : 

Compounding  physicians'  prescriptions. 

Making  homeopathic  and  general  medicines,  tinctures, 

ointments,  toilet  preparations,  flavoring  extracts,  etc. 

Taking  annual  or  other  inventory  of  stock. 

Making    quarterly    or    other    estimates    for    supplies 

needed 

Inspecting  and  testing  all  supplies  received. 

aUALIFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  A  license  to  practice  pharmacy,  granted  by  the 
State  Board  of  Pharmacy. 

2.  N'ot  less  than  one  year  of  experience  in  the 
practice  of  pharmacy. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

In  institutions  of  not  more  than  3000  inmates  the 
range  of  annual  compensation  of  this  Grade,  for  full 
time  service  is  from  $900  to  $1020,  inclusive,  with  main- 
tenance, with  standard  salary  l-ates  as  follows:  $900, 
$960,  $1020. 

In  institutions  of  more  than  3000  inmates  the  range 
of  annual  compensation  of  this  Grade  for  full  time 
service  is  from  $1080  to  $1320,  with  standard  salarv 
rates  as  folio v  s :    $1080,  $1200,  $1320. 
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In  prisons  the  range  of  annual  compensation  of 
this  Grade  for  full  time  service  is  from  $1200  to  $1440 
with  standard  salary  rates  as  follows:  $1200,  $1320, 
$1440. 

SPECIAL  SEOT7LATI0N  OOVEBNINO  ADYANCEUENT  SAL- 

ABY  KATES  — 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  imder  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed. 


PH7SI0UN  OEOUP  (O  22) 

ProfeMsional  and  Scientifio  Servioe 
Definition:  Phy9ician  Chroup 

The  term  Physician  Group  is  used  to  identify  those  author- 
ized employments  of  the  Professional  and  Scientific  Service,  the 
incumbents  of  which  are  required  to  supervise  State  hospitals, 
charitable  or  correctional  institutions,  the  psychiatric  institute  or 
a  medical  unit  or  units  therein ;  to  perform  prescribed  or  special 
functions  in  the  care  and  treatment  of  the  sick ;  to  direct  a  division 
of  the  State  Department  of  Health,  or  to  supervise  a  health  dis- 
trict; to  direct  and  supervise  the  activities  of  the  various  sub- 
divisions of  the  Division  of  Industrial  Hygiene  of  the  Department 
of  Labor;  to  make  special  investigations  of  conditions  of  work  in 
factories  and  mercantile  establishments  affecting  the  health,  com- 
fort and  safety  of  persons  employed  therein ;  and  to  make  inspec- 
tions and  investigations  in  health  matters. 
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PHTSICIiUI  GROUP  (D  22) 

Profe99iondl  and  Boientifio  Berviae 
Definition:  Phytician  Group 

The  term  Physician  Qroujp  is  used  to  identify  those  author- 
ized employments  of  the  Professional  and  Scientific  Service,  the 
incumbents  of  which  are  required  to  supervise  State  hospitals, 
charitable  or  correctional  institutions,  the  psychiatric  institute  or 
a  medical  unit  or  units  therein ;  to  perform  prescribed  or  special 
functions  in  the  care  and  treatment  of  the  sick ;  to  direct  a  division 
of  the  State  Department  of  Health,  or  to  supervise  a  health  dis- 
trict; to  direct  and  supervise  the  activities  of  the  various  sub- 
divisions of  the  Division  of  Industrial  Hygiene  of  the  Department 
of  Labor ;  to  make  special  investigations  of  conditions  of  work  in 
factories  and  mercantile  establishments  aflfecting  the  health,  com- 
fort and  safety  of  persons  employed  therein ;  and  to  make  inspec- 
tions and  investigations  in  health  matters. 
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GRADE  I  (D  22  I)  Professional  and  Boientific  Berviee 

TITLES  OF  POSITIONS  —  Physioioin  Group 

MEDICAL  INTERNE 
CLINICAL  ASSISTANT 

DUTIES  — 

MEDICAL  INTERNE 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
assist  in  the  details  of  the  medical  work  of  a  service  of 
a  State  hospital,  charitable  or  correctional  institution 
involving  the  care  and  treatment  of  patients. 

Examples: 

Writing  case  histories. 

Making,  under  supervision,  mental  and  physical  ex- 
aminations. 

Making,  under  supervision,  laboratory  examinationB. 
Diagnosing  and  treating,  under  supervision,  inmates. 
Assisting  at  operations. 

Taking  charge  of  a  ward  service  involving  the  mini- 
mum of  responsibility. 

CLINICAL  ASSISTANT 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
assist  in  the  less  responsible  details  of  the  medical  work 
of  a  State  hospital^  charitable  or  correctional  institution 
involving  the  care  and  treatment  of  patients. 

Eooample: 

Making,  under  supervision,  laboratory  examinations. 

CUTALiriCATIONS  — 

Persons  holding  these  positions  shall  have: 

MEDICAL  INTERNE 

1.  A  degree  of  Doctor  of  Medicine  granted  by  a 
medical  college  of  recognized  standing. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 
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CLINICAL  ASSISTANT 

1.  The  satisfactory  completion  of  at  least  two  years 
of  a  standard  course  of  instruction  leading  to  the  degree 
of  Doctor  of  Medicine  in  a  medical  college  of  recognized 
standing* 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Servioe  Commission. 

COXFEHSATIOn  — 

MEDICAL  INTERNE 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $720  to 
$1020,  inclusive^  with  maintenance,  with  standard 
salary  rates  as  follows :    $720,  $780,  $840,  $900,  $1020. 

CLINICAL  ASSISTANT 

The  compensation  of  this  position  in  this  Grade 
for  full  time  service  is  $35  per  month,  with  maintenanca 

SPECIAL  BEGTTIATION  GOVEBUnTG  SALAKY  KATES  OF 

ICEBICAL  DTTEBHE— 
The  entrance  rate  for  Medical  Internes  in  tiie 
specialized  field  of  psychiatry  shall  be  $900  per  «TiTmTn 
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GRADE  n  (D  22  n)  ^ 

wM&A/xi  A*  v^  ^  -u;  Professional  and  BoimHfie  Smvies 

TITLES  OF  POSITIONS  —         i'*y«w*M»  Oroup 

ASSISTANT  PHYSICIAN  (PSYCHIATRY) 
ASSISTANT  PHYSICIAN  (GENERAL) 
ASSISTANT  PHYSICIAN  (WOMAN) 
ASSISTANT  PHYSICIAN  (SEROLOGY) 

DUTIES  — 

ASSISTANT  PHYSICIAN  (PSYCHIATRY) 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
take  charge  of  a  less  responsible,  or  assist  in  a  more 
responsible  medical  service  in  a  State  hospital  for  the 
insane  or  in  any  other  service  of  the  State  where  the 
study  and  treatment  of  mental  conditions  is  involved, 
to  examine  and  treat  patients,  to  supervise  the  work  of 
nurses  and  attendants,  to  inspect  and  supervise  wards 
and  dining-rooms,  to  obtain  anamneses,  to  lecture  to 
nurses  and  attendants,  to  do  incidental  laboratory  woik 
or  clinical  research  work,  under  supervision,  to  super- 
vise and  direct  the  employment  of  patients,  to  interview 
relatives  and  friends  of  patients,  and  to  assist  in  oot- 
respondence  and  such  other  related  administrative  woric 
as  may  be  necessary  to  the  ward  servica 

BsDomple: 

Acting  u  physidsa  in  charge  of  a  leas  responsiUe 
seryioe,  or  u  an  assistant  in  a  more  responsible  aeryioe  in 
a  State  hospital  for  the  insane. 

ASSISTANT  PHYSICIAN  (GENERAL) 
DefinUian: 

The  duties  of  incumbents  of  these  positions  are  to 
take  charge,  under  supervision,  of  a  less  important  med: 
ical  service  or  to  assist  in  a  more  important  service  in  a 
State  hospital,  or  to  assist  in  the  medical  care  of  lumatfls 
of  reformatories  or  prisons  or  other  State  institutions 
or  in  any  other  service  of  the  State  where  medical  atten- 
tion is  involved,  to  make  medical,  physical  and  mental 
examinations  of  inmates,  to  prescribe  medicine,  perform 
minor  operations,  supervise  the  work  of  nursee  and 
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attendants;  inspect  wards  and  dining-rooms,  to  super- 
vise and  direct  employment  of  patients,  and  to  perform, 
under  supervision,  incidental  laboratory  work  or  clinical 
research  work. 

Example: 

Acting  as  assistant  in  the  medical  care  of  inmates  in 
a  fitate  prison. 

ASSISTANT  PHYSICIAN  (WOMAN) 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
take  charge  of  the  medical  care  of  sick  female  employes, 
or  to  take  charge  of  the  medical  work  of  an  institution 
for  female  inmates  or  of  a  ward  service  therein,  to  make 
physical  examinations  of  new  female  employes,  to  make 
gynecological  examinations  of  patients,  to  perform  minor 
operations,  make  inspections,  and  to  perform  related 
duties  as  may  be  assigned. 

Eaamplea: 

Acting  u  physician  in  cliarge  of  the  medical  car^  of 
inmates  of  a  girls'  reformatory. 

Acting  as  physician  in  a  State  hospital  with  a  epecific 
assignment  covering  all  gynecological  work. 

ASSISTANT  PHYSICIAN  (SEROLOGY) 
Definiiion: 

The  duties  of  incimibents  of  these  positiouB  are  to 
make  serological  tests  on  material  for  the  State  hospitals 
and  to  conduct  research  work  in  serological  subjects 
related  to  mental  disorders. 

Example: 

Acting  as  physician  in  charge  of  the  serological  division 
of  the  Psychiatric  Institute. 

QVALEEICATIOnS  — 

ASSISTANT  PHYSICIAN  (PSYCHIATRY) 
ASSISTANT  PHYSICIAN  (GENERAL) 
ASSISTANT  PHYSICIAN  (WOMAN) 

Persona  holding  these  positions  shall  have: 

1.  A  certificate  or  license  to  practice  medicine 

issued  by  the  Board  of  Regents  of  the  XJniversity  of  the 

State  of  New  York. 
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2.  Kot  less  than  one  year  of  expeirieiace  as  a  mem- 
ber of  the  medical  staff  in  a  hospital  for  the  insane ;  or 
at  least  one  year  of  experience  as  a  medical  interne  or 
a  member  of  the  staff  of  a  general  hospital  or  a  State 
institution;  or  at  least  two  years  of  ezparience  in  the 
private  practice  of  medicine. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

ASSISTANT  PHYSICIAN  (SEROLOGY) 
Persons  holding  these  positions  shall  have: 

1.  A  degree  of  Doctor  of  Medicine  granted  by  a 
medical  college  of  recogaized  standing. 

2.  Not  less  than  one  year  of  experience  in  a  patho- 
logical laboratory  or  such  other  experience  recognized 
by  the  State  Civil  Service  Conmdssion  as  the  equivalent 
thereof. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  CcHomisaion. 

COMPENSATION  — 

ASSISTANT  PHYSICIAN  (PSYCHIATRY) 
ASSISTANT  PHYSICIAN  (GENERAL) 

The  range  of  annual  compensation  of  these  posi- 
tions in  this  Grade  for  fvil  time  service  is  from  $1200 
to  $1560,  inclusive,  with  maintenancei,  with  standard 
salary  rates  as  follows:     $1200,  $1320,  $1440,  $1560. 

The  range  of  annual  compensation  of  these  posi- 
tions in  this  Grade  for  part  time  service  of  not  less  than 
eighteen  hours  per  week  is  from  $900  to  $1200,  inclu- 
sive, with  standard  rates  as  follows :  $900,  $960,  $1020, 
$1080,  $1140,  $1200. 

The  range  of  annual  compensation  of  these  posi- 
tions in  this  Grade  for  part  tims  service  of  not  less  than 
six  hours  per  we^  is  from  $360  to  $480,  inclusive,  with 
standard  salary  rates  as  follows:     $360,  $420,  $480. 
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ASSISTANT  PHYSICIAN  (WOMAN) 

Th6  nmge  of  annual  oompensation  of  liiis  posi- 
tion in  this  Grade  for  full  time  service  is  from  $1200 
to  $1800,  inclusive,  with  maintenance,  with  standard 
salary  rates  as  follows:  $1200,  $1320,  $1440,  $1560, 
$1680,  $1800. 

ASSISTANT  PHYSICIAN  (SEROLOGY) 

The  raaige  of  annual  oompensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $1560  to 
$2160,  incluaive,  with  standard  salary  rates  as  follows: 
$1860,  $1680,  $1800,  $1980,  $2160. 
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GRADE  in  (D  22  m)  »  ^    .     w     ^  «  .   ^^   «    - 

TITLEB  OF  FOSmOirS  —  Phiftioian  Group 

PHYSICIAN  (PSYCHIATRY) 

PHYSICIAN  (ASSOCIATE  IN  CLINICAL 
PSYCHIATRY) 

PHYSICIAN  (PATHOLOGY) 

PHYSICIAN  (GENERAL) 

PHYSICIAN  (RHINOLOGIST) 

PHYSICIAN  (OCULIST) 

PHYSICIAN   (EXAMINER,   BUREAU   OF  DE- 
PORTATION) 

DirriES — 

PHYSICIAN  (PSYCHIATRY) 
Defimtian: 

The  duties  of  mcumbents  of  these  positions  are  to 
take  charge  of  the  admission  service  or  to  assist  in  one 
of  these  services  in  a  State  hospital  for  the  insane  or  in 
any  other  service  of  the  State  where  the  study  and  treat- 
ment of  mental  conditions  is  involved,  to  examine  and 
treat  patients,  perform  minor  and  major  operations,  to 
supervise  the  work  of  and  lecture  to  nurses  and  attend- 
ants, to  inspect  and  supervise  wards  and  dining-rooms, 
to  perform  incidental  laboratory  work,  to  prescribe  and 
supervise  the  employment  of  patients,  to  conduct  re- 
search work,  imder  supervision,  and  to  investigate  prob- 
lems in  psychiatry,  and  to  perform  such  other  related 
duties  of  a  medical  or  administrative  nature  as  may  be 
assigned  in  connection  with  the  medical  administration 
of  an  institution. 

Ewample: 

Acting  as  physician  in  charge  of  the  reception  Berrioe 
in  a  State  hospital  for  the  insane. 

PHYSICIAN  (ASSOCIATE  IN  CLINICAL  PSY- 
CHIATRY) 
The  duties  of  incumbents  of  these  positions  are  to 
conduct  research  work,  under  supervision,  and  to  investi- 
gate problems  in  psychiatry,  to  take  charge  of  or  assist 
in  one  of  the  services  of  a  State  hospital  for  the  insane, 
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to  examine  and  treat  patients  and  to  perform  such  other 
related  duties  of  a  scientific  or  administrative  nature  as 
may  be  assigned. 

Ewample: 

Ck>ndiictiiig  research  work  in  clinical  psychiatry. 

PHYSICIAN  (PATHOLOGY) 
Definition: 

The  dutieB  of  incumbents  of  these  positions  are  to 
perform  autopsies,  involving  the  making  of  laboratory 
examinations  and  investigations  and  reporting  and  dem- 
onstrating each  case  to  correlate  clinical  •  facts  and 
anatomical  findings,  discussing  with  the  staff  any  differ- 
ences between  same,  to  give  lectures  and  laboratory  in- 
structions in  pathology  to  the  members  of  the  medical 
staff,  and  to  perform  such  other  duties  in  connection 
with  the  pathological  work  of  a  State  hospital  as  may 
be  assigned. 

Ewample: 

Acting  as  physician  in  charge  of  the  pathological  work 
in  a  State  hospital  for  the  insane. 

PHYSICIAN  (GENERAL) 
Defimtion: 

The  duties  of  incumbents  of  these  positions  are  to 
take  charge  of  the  medical  work  in  a  State  prison,  house 
of  refuge,  reformatory  or  other  institution  where  the 
medical  work  is  of  more  than  a  simple,  and  routine 
nature,  but  is  not  the  primary  object  of  the  institution, 
or  in  any  service  of  the  State  where  medical  attention 
is  involved,  to  make  medical,  physical  and  mental  exam- 
inations,  to  perform  major  and  minor  operations,  to 
supervise  the  work  of  and  lecture  to  nurses  and  attend- 
ants assigned  te  hospital  work,  to  inspect  wards  and 
dining-rooms,  to  perform  incidental  laboratory  work,  to 
supervise  the  employment  of  inmates,  to  make  inspec- 
tions of  sanitary  conditions,  and  to  perform  other  related 
work  in  connection  with  the  medical  care  of  inmates, 
employes  and  officers. 

B&ampU: 

Acting  as  physician  in  charge  of  the  medical  work  in  a 
State  prii09. 
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PHYSICIAN  (RHINOLOGIST) 
Definition: 

The  duties  of  incumbeiits  of  these  positions  are  to 
examine  patients  in  State  institutions,  for  nose,  throat 
and  ear  trouble,  to  treat  cases  and  to  perform  minor  and 
major  operations  when  necessary. 

Ewample: 

Acting  as  phyndan  in  duurge  of  nose,  throat  and  ear 
work  in  a  State  reformatory. 

PHYSICIAN  (OCULIST) 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
examine  the  eyes  of  patients  in  State  institutions,  to 
treat  cases,  and  to  fit  glasses. 

BmunpU: 

Acting  aa  physician  in  charge  of  the  treatment  of 
the  eyes  of  patients  in  a  State  reformatory. 

PHYSICIAN   (EXAMINER,    BUREAU   OF   DE- 
PORTATION) 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
assist  in  the  examination  of  reported  insane,  idiotic, 
imbecilic  and  epileptic  immigrants  and  alien  and  non- 
resident insane  in  the  State  hospitals,  and  all  public  and 
private  institutions  and  agencies,  to  assist  in  arranging 
for  their  deportation  and  removal  when  necessary,  and 
to  perform  such  other  related  duties  as  may  be  assigned. 

QUAIIFICATIONS  — 

PHYSICIAN  (PSYCHIATRY) 
PHYSICIAN  (PATHOLOGY) 
PHYSICIAN  (GENERAL) 
PHYSICIAN  (RHINOLOGIST) 
PHYSICIAN  (OCULIST) 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  n. 

2.  Not  less  than  three  years  of  service  in  Grade  II 
in  the  line  of  work  covered  in  the  position  to  be  filled, 
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or  if  appointed  otherwise  than  by  promotion  from 
Grade  II,  at  least  three  years  of  experience  in  the  line 
of  work  covered  in  the  position  to  be  filled  of  Grade  II 
character  and  standard. 

3.  Such  additional  quaUficationa  aa  may  be  re- 
qnired  by  the  State  Civil  Service  Commission. 

PHYSICIAN  (ASSOCIATE  IN  CLINICAL  PSY- 
CHIATRY) 
Persons  holding  these  positions  shall  have: 

1.  A  degree  of  Doctor  of  Medicine  granted  by  a 
medical  college  of  recognized  standing. 

2.  Not  less  than  three  years  of  experience  in  the 
clinical  study  of  psychiatry  and  in  addition  such  evi- 
dence of  ability  for  research  as  is  manifested  by  at  least 
one  contribution  to  the  study  of  clinical  psychiatry. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

PHYSICIAN    (EXAMINER,   BUREAU   OF   DE- 
PORTATION) 
Persons  holding  these  positions  shaU  ha/ve: 

1.  A  license  to  practice  medicine  granted  by  the 
Board  of  Regents  of  the  University  of  the  State  of  New 
York. 

2.  Not  less  than  three  years  of  service  in  Grade  II, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  II,  at  least  five  years  of  experience  in  the  practice 
of  medicine,  three  years  of  which  shall  have  been  ii- 
work  of  Grade  II  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COXFENSATIOn  — 

PHYSICIAN  (PSYCHIATRY) 
PHYSICIAN  (PATHOLOGY) 
PHYSICIAN  (GENERAL) 
PHYSICIAN  (RHINOLOGIST) 
PHYSICIAN  (OCULIST) 

The  range  of  annual  compensation  of  these  posi- 
tionB  in  this  Grade  for  full  time  service  is  from  $1800 
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to  $2160,  incluBive,  with  maintenaace,  with  standard 
salary  rates  as  follows:    $1800,  $1980,  $2160. 

The  range  of  annual  compensation  of  these  posi- 
tions in  this  Grade  for  pwrt  time  service  of  not  less  than 
eighteen  hours  per  week  is  from  $1560  to  $1800,  inclu- 
sive, with  standard  salary  rates  as  follows:  $1560, 
$1680,  $1800. 

The  range  of  annual  compensation  of  these  posi- 
tions in  this  Grade  for  part  time  service  of  not  less  than 
six  hours  per  week  is  from  $480  to  $540,  inclusive,  with 
standard  salary  rates  as  follows :     $480,  $540. 

SPECIAL  KEGVLATION  OOVESNnTO  COHPEiraATIOH  FOB 

OCCASIONAL  SEBVICE  — 

For  occasional  service  requiring  less  than  six  hours 
per  week,  special  rates  shall  be  designated,  after  ap- 
praisal, on  an  hourly  basis,  provided  that  the  rate  shall 
not  exceed  $3.00  per  hour  and  the  total  charge  therefor 
shall  not  exceed  $36.00  per  month. 

PHYSICIAN  (ASSOCIATE  IN  CLINICAL  PSY- 
CHIATRY) 
The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $1980  to 
$2580,  inclusive,  with  maintenance,  with  standard  sal- 
ary rates  as  follows:     $1980,  $2160,  $2340,  $2580. 

PHYSICIAN  (EXAillNER,  BUREAU  OF  DE- 
PORTATION) 
The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $2340  to 
$3300,  inclusive,  with  standard  salary  rates  as  follows: 
$2340,  $2580,  $2820,  $3060,  $3300. 
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a&ADS  IV  <  D  22  IV  )  ProfegtionaX  vnd  Beientifio  Berviee 

TITLBS  of  positions  —         P*»«W«»»  (Iroitp 

SENIOR  PHYSICIAN  (PSYCHIATRY) 

SENIOR  PHYSICIAN  (GENERAL) 

SENIOR  PHYSICIAN  (SANITARY  SUPER- 
VISOR) 

SENIOR  PHYSICIAN  (MEDICAL  INSPECTOR 
OF  FACTORIES) 

SENIOR  PHYSICIAN  (CHIEF  ASSOCIATE  IN 
NEUROPATHOLOGY) 

SENIOR  PHYSICIAN  (CLINICAL  DIRECTOR 
OF  PSYCHIATRY) 

SENIOR  PHYSICIAN  (MEDICAL  EXAMINER- 
WORKMEN'S  COMPENSATION) 

SENIOR  PHYSICIAN  (MEDICAL  EXAMINEE^ 
CIVIL  SERVICE) 

SENIOR  PHYSICIAN  (PATHOLOGY) 

SENIOR  PHYSICIAN  (RESEARCH  MEDICINE 
—  MALIGNANT  DISEASE) 

SENIOR  PHYSICIAN  (RESEARCH  PATHOL- 
OGY—MALIGNANT DISEASE) 

DUTIES  — 

SENIOR  PHYSICIAN  (PSYCHIATRY) 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
supervise  the  medical  work  of  the  physicians  in  a  State 
hoepital  for  the  insane  or  in  any  other  service  of  the 
State  where  the  study  and  treatment  of  mental  condi- 
tions is  involved,  to  conduct  or  assist  in  conducting  the 
staff  meetings  for  the  study  of  patients,  particularly 
new  admissions  and  discharges,  to  supervise  the  care, 
treatment  and  employment  of  patients,  to  supervise  the 
sanitary  condition  of  buildings,  to  employ  and  pass  upon 
the  general  fitness  of  nurses  and  attendants,  to  super- 
vise the  training  of  nurses  and  attendants,  to  perform 
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such  other  related  administrative  duties  as  may  be 
assigned,  and  in  the  absence  of  the  superintendent  to 
act  in  his  stead. 

SENIOR  PHYSICIAN  (GENERAL) 

Defimtion: 

The  duties  of  incumbents  of  these  positions  are  to 
supervise  the  medical  work  in  a  State  prison,  hospital 
or  other  large  institution  in  which  the  medical  care  of 
inmates  is  not  the  primaryobjectof  the  institution,  or  in 
any  other  service  of  the  State  where  medical  attention 
of  this  grade  is  required,  to  supervise  the  discipline, 
care,  treatment  and  employment  of  patients,  to  super- 
vise the  sanitary  condition  of  buildings,  to  employ  and 
pass  upon  the  general  fitness  of  employes,  and  in  the 
absence  of  the  superintendent,  to  act  in  his  stead,  to 
make  sanitary  inspections  of  vessels  and  their  cargoes 
and  to  examine  passengers  of  such  vessels  for  the  pre- 
vention of  the  introduction  of  communicable  diseases  at 
the  Port  of  New  York 

SENIOR     PHYSICIAN     (SANITARY     SUPERr 

VISOR) 
Defirdlion: 

The  duties  of  incumbents  of  these  positions  are  to 
advise  and  assist  local  health  officers^  to  make  sanitary 
surveys,  to  examine  the  registration  of  births  and 
deaths,  to  investigate  contagious  diseases,  epidemics, 
stream  pollution  and  public  wator  supplies,  to  establish 
infant  welfare  stations  and  to  make  arrangements  for 
infant  welfare  exliibits,  to  direct  publicity  work  and 
prepare  reports. 

SENIOR  PHYSICIAN  (MEDICAL  INSPECTOR 

OF  FACTORIES) 
Definition: 

The  duties  of  incumbents  of  these  positions,  which 
require  specialized  medical  knowledge,  are  to  make  spe- 
cial investigations  of  conditions  of  work  in  factories 
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and  mercantile  establishments  a£Fecting  the  healthy  com- 
fort and  safety  of  persons  employed  therein,  to  make 
physical  examinations  of  employed  children  under  six- 
teen years  of  age  in  order  to  determine  their  fitness  to 
perform  the  work  at  which  they  are  employed  without 
impairment  of  health,  to  make  physical  examinations 
of  adults  employed  in  dangerous  or  injurious  occupa- 
tions, to  prepare  and  deliver  lectures  and  talks  on  indus- 
trial hygiene  to  factory  workers,  medical  students  and 
other  groups,  and  to  perform  such  other  related  duties 
as  may  be  assigned. 

SENIOK  PHYSICIAN  (CHIEF  ASSOCIATE  IN 
NEUKOPATHOLOGY) 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
take  charge  of  the  examination  of  the  autopsy  material 
of  all  State  hospitals,  to  conduct  research  m  and  prepare 
reports  upon  the  pathological  anatomy  of  mental  disr 
orders,  to  give  instruction  in  anatomy  and  pathological 
anatomy  of  the  nervous  system  to  physicians  in  the  State 
hospitals  attending  the  Psychiatric  Institute. 

SENIOR  PHYSICIAN    (CLINICAL  DIRECTOR 
OF  PSYCHIATRY) 

Definition: 

The  duties  of  incimibents  of  these  positions  are  to 
supervise  all  the  medical  work,  with  particular  reference 
to  the  application  of  scientific  principles,  in  a  large 
State  hospital  for  the  insane,  to  conduct  staff  meetings, 
to  instruct  the  new  members  of  the  staff  in  psychiatry, 
to  prepare  and  be  responsible  for  the  preparation  of 
statistical  cards,  to  supervise  the  care,  treatment  and 
employment  of  patients,  to  consult  with  the  superin- 
tendent in  regard  to  the  admission  of  voluntary  patients, 
to  assist  in  the  preparation  of  medical  facts  concerning 
patients  who  are  summoned  to  court,  to  conduct  research 
work  and  make  contributions  to  the  medical  service 
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relative  to  the  cause,  nature  and  treatment  of  mental 
disorders,  and  to  perform  such  other  supervisory  med- 
ical duties  as  may  be  assigned. 

SENIOR  PHYSICIAN  (MEDICAL  EXAMINEE^ 
WORKMEN'S  COMPENSATION) 

Defimtion: 

The  duties  of  incumbents  of  these  positions  are 
to  make  physical  examinations  of  employes  injsured 
under  the  Workmen's  Compensation  Act  and  to  report 
on  the  cause,  duration  and  ultimate  result  of  injuries, 
to  examine  claim  papers  and  physicians'  bills,  and  to 
testify  at  public  and  executive  hearings  of  the  Industrial 
Commission  relative  to  claims  for  compensation. 

SENIOR  PHYSICIAN  (MEDICAL  EXAMINERr- 
CIVIL  SERVICE) 

Definitian: 

The  duties  of  incumbents  of  these  positions  are  to 
conduct  original  and  promotional  medical  epcaminatians^ 
to  render  assistance  under  the  supervision  of  the 
Chief  Examiner  to  Municipal  Civil  Service  Commis- 
sions in  conducting  medical  and  physical  examinations 
and  to  assist  in  the  preparation  and  rating  of  papers  in 
or  closely  related  to  the  medical  field. 

SENIOR  PHYSICIAN  (PATHOLOGY) 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
perform  pathological  work  of  the  highest  order  in  the 
field  of  psychiatry,  to  perform  autopsies  involving  the 
making  of  laboratory  examinations  and  reports  thereon 
in  order  to  correlate  clinical  facts  and  anatomical  find- 
^S^y  ^  P^^  lectures  and  laborqltory  instruction  in 
pathology  to  the  members  of  the  medical  staff,  to  super- 
vise physicians  and  other-  employes  assigned  to 
pathological  work,  to  prepare  theses  along  the  lines  of 
psychiatry  for  publication,  and  to  perform  snoh  other 
duties  in  connection  wilih  the  pathological  wvrk  of  a 
State  hospital  as  may  be  assigned. 
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SENIOR  PHYSICIAN  (RESEARCH  MEDICINE 
—MALIGNANT  DISEASE) 

Definition: 

The  duties  of  the  incumbent  of  this  position  which 
involve  supeorvision  of  assigned  employes,  are  to  inaug- 
.    urate  and  take  charge  of  research  work  in  clinical  medi- 
cine relative  to  malignant  disease,  to  take  charge  of  the 
clinical  work  in  a  hospital  and  the  clinical  laboratory. 

SENIOR  PHYSICIAN    (RESEARCH  PATHOL- 
OGY—MALIGNANT DISEASE) 
Definition: 

The  duties  of  the  incumbent  of  this  position  which 
involve  supervision  of  assigned  employes,  are  to  inaug- 
urate and  take  charge  of  research  work  in  experimental 
pathology  particularly  in  the  study  of  tumors,  including 
microscopic  diagnosis  of  specimens  sent  in  by  physicians 
in  the  State  of  New  York. 

QXTAIIFICATIOHS  — 

SENIOR  PHYSICIAN  (PSYCHIATRY) 

SENIOR  PHYSICIAN  (GENERAL) 

SENIOR  PHYSICIAN    (CLINICAL  DIRECTOR 

OF  PSYCHIATRY) 
SENIOR  PHYSICIAN  (PATHOLOGY) 
Persons  holding  these  positions  shall  have: 

1.  The    minimum    qualifications    prescribed    for 

Grade  IIL 

2.  Not  less  than  two  years  of  service  in  Grade  III 
in  the  line  of  work  covered  in  the  position  to  be  filled, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  III,  at  least  two  years  of  experience  in  the  line 
of  work  covered  in  the  position  to  be  filled  of  Grade  III 
character  and  standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 
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SENIOR  PHYSICIAN  (CHIEF  ASSOCIATE  IN 
NEUROPATHOLOGY) 

Persons  holding  these  posUions  shdU  ha/ve: 

1.  A  degree  of  Doctor  of  Medicine  granted  by  a 
medical  collie  of  recognized  standing. 

2.  Ability  for  research  in  neuT(^atliology  as  is  evi- 
denced by  not  less  than  three  years  of  experience  in  the 
study  of  the  anatomy  and  pathology  of  the  central 
nervous  system. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

SENIOR  PHYSICIAN  (SANITARY  SUPERr 
VISOR)* 

SENIOR  PHYSICIAN  (MEDICAL  INSPECTOR 
OF  FACTORIES) 

SENIOR  PHYSICIAN  (MEDICAL  EXAMINER- 
WORKMEN'S  COMPENSATION) 

SENIOR  PHYSICIAN  (MEDICAL  EXAMINER- 
CIVIL  SERVICE) 

Persons  holding  these  positions  shaU  have: 

1.  A  certificate  or  license  to  practice  medicine  is- 
sued by  the  Board  of  Regents  of  the  University  of  the 
State  of  New  York,  or  a  degree  of  Doctor  of  Medicine 
granted  by  a  medical  college  of  recognized  standing. 

2.  Not  less  than  three  years  of  experience  in  the 
private  practice  of  medicine  or  at  least  eighteen  months 
of  experience  as  a  member  of  the  medical  staff  in  a 
general  hospital. 

3.  Not  less  than  one  year  of  experience  in  State 
factory  inspection  work,  or  in  public  health,  sanitary, 
or  other  related  inspectional  work,  or  in  medical  exam- 
ination work  for  an  industrial  insurance  company,  or  in 
other  work  of  an  equivalent  character  and  standard. 

4.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  CommissioiL 

*NoTB. —  The  State  Civil  Service  GommisBion  shall  co-operate  with  the 
PubUc  Health  CouncU  in  detennining  the  additional  quaUfieationi  of 
''Senior  Physician  (sanitary  inspector)  ". 
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SENIOR  PHYSICIAN  (RESEARCH  MEDICINE 
—MALIGNANT  DISEASE) 

The  person  holding  this  position  shall  have: 

1.  A  degree  of  doctor  of  medicine  granted  by  a 
Medical  CoUege  of  recognized  standing. 

2.  Not  less  than  two  years  of  experience  in  a 
Hospital  of  the  highest  grade. 

3.  Ability  to  inaugurate  and  take  charge  of  re- 
search work  in  clinical  medicine  relative  to  malignant 
disease  with  evidence  of  success  in  this  field  as  recorded 
by  recognized  authorities  under  whom  he  has  worked. 

4.  A  knowledge  of  French  and  German  sufficient 
to  permit  of  accurate  translation  of  scientific  articles 
relating  to  malignant  disease. 

5.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

QTTAIIFIC  ATIOHS  — 

Persons  holdhig  these  positions  shall  have: 

1.  A  degree  of  doctor  of  medicine  granted  by  a 
Medical  College  of  recognized  standing  and  in  addition 
such  preliminary  training  as  is  evidenced  by  a  d^ree 
granted  on  completion  of  a  standard  course  of  instruc- 
tion in  a  college  of  recognized  standing. 

2.  Not  less  than  three  years  of  experience  in  general 
or  experimental  pathology. 

3.  Ability  to  inaugurate  and  take  charge  of  re- 
search work  in  experimental  pathology  with  evidence  of 
success  in  this  field  as  recorded  by  recognized  authorities 
under  whom  he  has  worked. 

4.  A  knowledge  of  French  and  German  sufficient  to 
permit  of  accurate  translation  of  scientific  articles  re- 
lating to  malignant  disease. 

5.  Such  additional  qualifications  as  may  be  requirec- 
by  the  State  Civil  Service  Commission. 


210 

COMPElSrSATION  — 

SENIOR  PHYSICIAN  (PSYCHIATRY) 

SENIOR  PHYSICIAN  (GENERAL) 

SENIOR  PHYSICIAN    (CLINICAL  DIRECTOR 

OF  PSYCHIATRY) 
SENIOR  PHYSICIAN  (PATHOLOGY) 

The  range  of  annual  compensation  of  liheee  posi- 
tions in  this  Grade  for  full  time  service  is  from  $2340 
to  $2820,  inclusive,  with  maintenance,  with  standard 
salary  rates  as  follows :    $2340,  $2580,  $2820. 

SPECIAL  BEOULATION  OOVEBNINO  SALABY  SATES  OF 

SENIOB  PSTSICIAK  (QEHEKAL)  AT  HOFF- 
KAir  AND  SWDrBTnUfE  isL&ims  — 
Because  of  the  hazardous  conditions  of  employ- 
ment and  independent  administrative  responsibili^ 
peculiar  to  the  positions  of  Senior  Physician  (Gen- 
eral) the  incumbents  of  which  act  as  chief  medical 
officers  at  Hofbnan  and  Swinburne  Islands,  the  range 
of  annual  compensation  of  these  positions  in  this  Grade 
is  from  $2580  to  $3300,  indusive,  with  maintenance, 
with  standard  salary  rates  as  follows:  $2580,  $2820, 
$3060,  $3300. 

SENIOR  PHYSICIAN  (SANITARY  SUPER- 
VISOR) 
The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $2820  tc 
$3300,  inclusive,  with  standard  salary  rates  as  follows: 
$2820,  $3060,  $8300. 

SENIOR  PHYSICIAN  (MEDICAL  INSPECTOR 

OF  FACTORIES) 
SENIOR  PHYSICIAN  (MEDICAL  EXAMINER- 
WORKMEN'S  COMPENSATION) 
The  range  of  annual  compensation  of  these  posi- 
tions in  this  Grade  for  full  time  service  is  from  $2340 
to  $2820,  inclusive,  vrith  standard  salaiy  ratee  as  fol- 
lows:    $2340,  $2580,  $2820. 
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SENIOR  PHYSICIAN  (MEDICAL  EXAMINER- 
CIVIL  SERVICE) 
The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  fuU  time  service  is  from  $1980  to 
$2580,  inclusive,  with  standard  salary  rates  as  follows: 
$1980,  $2160,  $2340,  $2580. 

SENIOR  PHYSICIAN  (CHIEF  ASSOCIATE  IN 
NEUROPATHOLOGY) 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $2580  to 
$3900,  inclusive,  with  standard  salary  rates  as  follows: 
$2580,  $2820,  $3060,  $3300,  $3600,  $3900. 

SENIOR  PHYSICIAN  (RESEARCH  MEDICINE 
—  MALIGNANT  DISEASE) 
The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $2340  to 
$3300,  inclusive,  with  maintenance,  with  standard  salary 
rates  as  follows :    $2340,  $2580,  $2820,  $3060,  $3300. 

SENIOR  PHYSICIAN  (RESEARCH  PATHOL- 
OGY—MALIGNANT DISEASE) 
The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $3800  to 
$4500,  inclusive,  with  standard  salary  rates  as  follows: 
$3300,  $3600,  $3900,  $4200,  $4500. 
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ORADE  V  (D  22  V) 

^               '  Profeaaional  aind  8oimt^  Service 

TITLES  OP  POSITIONS Phyaidan  Oraup 

MEDICAL  SUPERINTENDENT  (GENERAL) 
MEDICAL  SUPERINTENDENT  (PSYCHIATRY) 
DIRECTOR  OF  PSYCHIATRIC  INSTITUTE 
DIRECTOR  OF  DIVISION  (DEPARTMENT  OF 

HEALTH) 
CHIEF  MEDICAL  INSPECTOR  (QUARANTINE 

—  PORT  OF  NEW  YORK) 
MEDICAL  INSPECTOR  OF  STATE  HOSPITALS 
CHIEF  MEDICAL  INSPECTOR  (INDUSTRIAL) 
CHIEF  MEDICAL  EXAMINER 
CHIEF  MEDICAL  INSPECTOR  (SCHOOLS) 
MEDICAL  SECRETARY  (STATE  BOARD  OF  MED- 
ICAL EXAMINERS) 
DIRECTOR  OF  BUREAU  OF  DEPORTATION 

DUTIES  — 

MEDICAL  SUPERINTENDENT  (GENERAL) 
MEDICAL  SUPERINTENDENT  (PSYCHIATRY) 
Definiiian: 

The  dutieB  of  incumbents  of  these  positions  are  to 
direct,  supervise,  inspect  and  assume  complete  respon- 
sibility for  the  administration  of  all  divisions  of  a  hos- 
pital or  other  institution  in  which  the  medical  care  of 
patients  is  the  primary  object,  and  to  generally  direct 
the  care  and  treatment  of  patients. 

DIRECTOR  OF  PSYCHIATRIC  INSTITUTE 
Defirdtion: 

The  duties  of  the  incumbent  of  this  position  are  to 
conduct  and  direct  research  work  as  to  the  causes,  nature 
and  treatment  of  mental  disorders,  to  correlate  the  medi- 
cal work  of  the  State  hospitals  for  the  insane  by  giving 
instruction  to  the  physicians  of  the  various  hospitals,  to 
conduct  inter-hospital  meetings  for  the  study  of  psychi- 
atric principles  and  to  perform  such  other  duties  of  a 
scientific  nature  as  may  be  prescribed  by  the  State  Hoft* 
pital  Commission. 
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DIEECTOR  OF  DIVISION  (DEPARTMENT  OF 

HEALTH) 
Definiiion: 

The  duties  of  incumbents  of  these  positions,  which 
require  specialization  in  medical  work  and  a  high  degree 
of  executive  ability,  are  to  direct,  supervise  and  assume 
complete  responsibility  for  the  work  of  a  primary  divi- 
sion of  the  State  Department  of  Health  not  covered  by 
any  other  Group  specification. 

Baample: 

Acting  as  Director  of  the  Bnrea-a  of  Commimicablo 
DifleaseB. 

CHIEF  MEDICAL  INSPECTOR  (QUARANTINE 

—  PORT  OF  NEW  YORK) 
Defimtion: 

The  duties  of  incumbents  of  these  positions  are  to 
supervise  the  work  of  physicians  at  the  Port  of  New 
York,  in  boarding  and  making  sanitary  inspections  of 
vessels  and  their  cargoes  and  in  examining  passengers 
of  such  vessels  for  the  prevention  of  the  introduction  of 
communicable  diseases  at  the  Port  of  New  York,  to 
visit,  inspect  and  make  reports  upon  the  detention  and 
isolation  hospitals  at  the  Port  of  New  York,  and  to 
perform  such  other  medical  duties  assigned 

MEDICAL  INSPECTOR  OF  STATE  HOSPITALS 
Defimtion: 

The  duties  of  incumbents  of  these  positions  are  to 
visit  institutions,  both  private  and  public,  where  the 
insane  are  cared  for,  to  inspect  non-licensed  institutions 
in  order  to  determine  whether  they  are  caring  for  the 
insane  and  to  make  reports  thereon  to  the  State  Hosr 
pital  Commission,  to  examine  personally  all  new  admis- 
sions in  order  to  determine  whether  they  are  proper 
cases  for  retention,  to  examine  into  and  make  reports 
upon  the  efficiency  of  medical  work,  sanitation,  fire 
protection,  dietary,  clothing  and  bedding  of  patients, 
to  investigate  and  make  reports  upon  all  suicides  and 
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homicideB,  sudden  or  accidental  deaths  and  majfr  acci 
dents,  and  to  investigate  complaints  ana  see  patients 
who  write  to  the  State  Hospital  Commission  or  to  the 
Grovemor. 

CHIEF  MEDICAL  INSPECTOR  (INDUSTRIAL) 
Definition: 

The  duties  of  incumb^its  of  these  positions,  which 
require  a  high  order  of  specialized  knowledge  and  wide 
experience  in  industrial  hygiene  and  sanitation  work, 
and  in  addition  initiative  and  administrative  ability,  arc 
to  assume  responsibility  for  the  direction  and  supervision 
of  the  medical  inspectors  of  the  Department  of  Labor,  to 
initiate  and  conduct  important  investigations  into  prob- 
lems concerning  the  protection  of  the  health  and  safety 
of  industrial  employes,  to  direct  the  preparation  of 
reports  and  literature,  setting  forth  the  results  of  such 
investigations,  to  instruct  inspectors  and  other  em- 
ployes of  the  Department  of  Labor  in  industrial  hygiene 
and  sanitation,  and  to  furnish  expert  advice  as  a  basis 
for  executive  action  on  all  matters  relative  to  industrial 
hygiene  and  sanitation. 

CHIEF  MEDICAL  EXAMINER 
Definition: 

The  duties  of  the  incumbent  of  this  position  are  to 
direct  and  assume  complete  responsibility,  for  the  ac- 
tivities of  the  Medical  Division  of  the  Workmen's  Com- 
pensation Bureau  of  the  Department  of  Labor,  to  make 
physical  examinations  of  injured  employes  insured 
under  the  provisions  of  the  Workmen's  Compensation 
Act  and  to  render  opinions  to  the  Industrial  Commis- 
sion regarding  the  cause,  duration  and  ultimate  result 
of  injuries,  to  examine  claim  papera  and  physicians' 
bills,  to  cross-examine  medical  witnesses  at  public  and 
executive  hearings  of  the  Industrial  Commission  relative 
to  claims  for  compensation. 
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CHIEF  MEDICAL  INSPECTOR  (SCHOOLS) 
DefinUian: 

The  duties  of  the  inoumbent  of  this  position  are  to 
direct  and  assume  responsibility  for  the  medical  inspec- 
tion of  the  schools  under  the  supervision  of  the  De- 
partment of  Education,  to  consult  and  advise  with  medi- 
cal inspectors,  trustees,  district  superintendents  and 
other  school  employes  in  regard  to  such  medical  inspec- 
tion, to  address  meetings  of  physicians,  dentists,  edu- 
cators, nurses  and  others  relative  to  the  medical  inspec- 
tion, and  in  addition  to  supervise  the  general  office 
procedure. 

MEDICAL   SECRETAKY    (STATE   BOAED   OF 

MEDICAL  EXAMINERS) 
Definition: 

The  duties  of  the  incumbent  of  this  position  are 
to  prepare  questions  for  the  examination  of  candidates, 
applying  for  a  license  to  practice  medicine,  from  lists 
of  questions  submitted  by  members  of  the  State  Board 
of  Medical  Examiners,  to  prepare  reports  upon  exam- 
inations,  to  arrange  hearings  and  appeals  before  the 
State  Board  of  Medical  Examiners^  to  keep  the  records 
and  direct  the  office  procediire,  to  sign  licenses,  to  sub- 
mit papers  to  coimsel  and  to  perform  such  other  duties 
as  may  be  assigned  by  the  State  Board  of  Medical 
Examiners. 

DIRECTOR  OF  BUREAU  OF  DEPORTATION 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
direct  and  assume  complete  responsibility  for,  and 
assist  in,  the  examination  of  all  reported  insane,  idiotic, 
imbecilic  and  epileptic  immigrants  and  alien  and  non- 
resident insane  in  the  State  hospitals,  and  in  all  other 
public  and  private  institutions  or  agencies,  to  arrange 
for  their  deportation  and  removal  when  necessary,  to 
inspect  and  observe  the  methods  and  facilities  for  ex- 
amining immigrants  for  mental  disease  and  defects  at 
the  port  of  New  York,  and  to  report  thereon,  and  to 
perform  such  other  related  duties  as  may  be  assigned. 


air AuncATions — 

MEDICAL  SUPERINTENDENT  (PSYCHIATRY) 
MEDICAL  INSPECTOR  OF  STATE  HOSPITALS 
Persons  holding  these  positions  shall  have: 

1.  The  TninininTn  quaUfications  preaoribed  for 
Senior  Physician  (Psychiatry)  or  Senior  Physician 
(Clinical  Director  of  Psychiatry)  in  Grade  IV. 

2.  Not  less  than  one  year  of  service  in  Grade  IV 
as  a  Senior  Physician  (Psychiatry)  or  a  Senior  Physi- 
cian (Clinical  Director  of  Psychiatry). 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Conunission. 

DIRECTOR  OF  PSYCHIATRIC  INSTITUTE 

The  person  holding  this  position  shall  have: 

1.  A  degree  of  Doctor  of  Medicine  granted  by  a 
medical  school  of  recognized  standing. 

2.  Not  less  than  five  years  of  experience  in  clinical 
and  laboratory  study  and  research  in  phychiatry. 

3.  Such  evidence  of  ability  to  direct  the  teaching 
and  research  of  the  Psychiatric  Institute  and  the  corre- 
lation of  medical  work  in  the  State  hospitals  as  lA 
manifested  by  contributions  to  the  science  of  psychiatry. 

4.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

MEDICAL  SUPERINTENDENT  (GENERAL) 
Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Senior  Physician  (General)  in  Grade  IV,  and  in  addi- 
tion not  less  than  six  months  of  service  in  Grade  IV 
as  a  Senior  Physician  (General) ;  or 

2.  The  minimum  qualifications  prescribed  for 
Physician  (General)  in  Grade  III,  and  in  addition  not 
less  than  five  years  of  service  in  Grade  III  a5  a  Physi- 
cian (General). 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 
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DIEECTOE  OF  DIVISION  (DEPaKTMENT  OF 

HEALTH)* 
CHIEF  MEDICAL  INSPECTOR  (INDUSTRIAL) 
CHIEF  MEDICAL  EXAMINER 
CHIEF  MEDICAL  INSPECTOR  (SCHOOLS) 
Persons  holding  these  positions  shall  ha/oe: 

1.  A  certificate  or  license  to  practice  medicine  is- 
sued by  the  Board  of  Regents  of  the  IJniversitj  of  the 
State  of  New  York,  or  a  d^ree  of  Doctor  of  Medicine 
granted  by  a  medical  school  of  recognized  standing. 

2.  Not  less  than  five  years  of  experience  in  the 
private  practice  of  medicine,  or  three  years  of  experi- 
ence as  an  interne  or  member  of  the  medical  staff  of 
a  general  hospital. 

3.  At  least  five  years  of  experience  in  the  adminifl- 
tration  of  public  health  work  or  as  an  industrial  medical 
inspector  in  work  of  Grade  IV  character  and  standard ; 
or  in  medical  examination  work  for  an  industrial  insur- 
ance company ;  or  in  inspectional  work  of  an  equivalent 
character. 

4.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

MEDICAL   SECRETARY    (STATE   BOARD   OF 
MEDICAL  EXAMINERS) 
The  person  holding  this  position  shall  have: 

1.  A  certificate  or  license  to  practice  medicine 
issued  by  the  Board  of  Regents  of  the  University  of  the 
State  of  New  York  or  a  degree  of  Doctor  of  Medicine 
from  a  medical  school  of  recognized  standing. 

2.  Not  less  than  three  years  of  experience  in  the 
private  practice  of  medicine  or  two  years  of  experience 
as  an  interne  or  member  of  the  medical  staff  of  a  general 
hospital. 

3.  Not  less  than  three  years  of  experience  in  public 
health  work  or  in  medical  work  of  equivalent  character. 

*KoiB. — ^The  State  Civil  Service  CoxnmiBeion  ahaU  co-operate  with  the  Public 
Health  Council  in  determining  the  additional  qualifications  of  "Director  of 
Diviiion  (Department  of  Health)." 
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4.  Such  additional  qualifications  as  may  be  required 
by  the  Civil  Service  Commission. 

DIRECTOR  OF  BUREAU  OF  DEPORTATION 
The  person  holding  this  position  shall  have: 

1.  A  degree  of  Doctor  of  Medicine  granted  by  a 
medical  school  of  recognized  standing. 

2.  Not  less  than  ten  years  of  experience  in  the 
practice  of  medicine,  at  least  five  years  of  which  shall 
have  been  spent  in  the  care  and  treatment  of  the  insane. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMFEirSATIOH  — 

MEDICAL  SUPERINTENDENT  (GENERAL) 
MEDICAL  SUPERINTENDENT  (PSYCHIATRY) 
DIRECTOR  OF  PSYCHIATRIC  INSTITUTE 

The  range  of  annual  compensation  of  these  posi- 
tions in  this  Grade  for  full  time  service  is  from  $3600 
to  $5400,  inclusive,  with  full  maintenance,  with  stand- 
ard salary  rates  as  follows:  $3600,  $3900,  $4200, 
$4500,  $4800,  $5100,  $5400. 

MEDICAL  INSPECTOR  OF  STATE  HOSPITALS 
The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $3900  to 
$4800,  inclusive,  with  standard  salary  rates  as  follows: 
$3900,  $4200,  $4500,  $4800. 

DIRECTOR  OF  DIVISION  (DEPARTMENT  OF 

HEALTH) 
CHIEF  MEDICAL  INSPECTOR  (QUARANTINE 

—  PORT  OF  NEW  YORK) 
CHIEF  MEDICAL  INSPECTOR  (INDUSTRIAL) 
CHIEF  MEDICAL  EXAMINER 
iDHIEF  MEDICAL  INSPECTOR  (SCHOOLS) 
MEDICAL   SECRETARY    (STATE   BOARD   01 
MEDICAL  EXAMINERS) 

The  range  of  annual  compensation  of  these  posi- 
tions in  this  Grade  for  full  time  service  is  from  $3600 
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to  $4800,  inclusive,  with  standard  salary  rates  as  fol- 
lows:    $3600,  $3900,  $4200,  $4500,  $4800. 

DIRECTOR  OF  BUREAU  OF  DEPORTATION 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $4200  to 
$5100,  inclusive,  with  standard  salary  rates  as  follows: 
$4200,  $4500,  $4800,  $5100. 

SPECIAL  SEOTTLATIOH  OOYEBNINO   MADTTEirAJrCE — 

If  residence  or  maintenance  is  allowed,  as  in  the 
case  of  the  Chief  Medical  Inspector  (Quarantine — Port 
of  New  York),  the  value  of  such  residence  or  mayit^ 
nance  shall  be  deducted  from  the  salary  rate  at  which 
the  position  is  appraised. 

SPECIAL  SEGTTLATION  OOVEBimrO  SALAET  KATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade,  except  the  Medical  Super- 
intendent (Psychiatry)  and  Medical  Inspector  of  iState 
Hospitals,  are  conditional  upon  appraisal  under  the 
rules  of  the  State  Civil  Service  Conmiission,  indicating 
that  the  rates  to  be  designated  do  not  exceed  the  value 
of  the  work  to  be  performed. 

SPECIAL  BEOVLATIOir  GOVEENINO  SALART  SATES  OF 

HEDICAL  SUPEBnrTENDEirrS  (PSTCHI- 
ATBT)  AND  THE  MEDICAL  INSPECTOE  OF 
STATE  HOSPITALS  — 

Advancement  from  rate  to  rate  within  this  Grade 
for  Medical  Superintendent  (Psychiatry)  and  Medical 
Inspector  of  State  Hospitals,  shall  be  made  upon  the 
completion  of  a  term  of  at  least  one  year  of  satisfactory 
servica 


STATISTICIAN  O&OUP  (D  23) 

Profesaional  and  Soientifie  Service 
DeftmHon:  StatieiieUm  Oreup 

The  term  Statistician  Qroup  is  used  to  identify  those  author- 

ixed  einploynients  of  the  Professional  and  Scientific  ServiGe,  the 

inciunbonts  of  which  are  required  to  collect,  collate,  analyze  and 

interpret  numerical  data,  relating  to  economic,  social  or  other 

phenomena,  as  a  basis  for  administrative  guidance  or  regulative 

control. 
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OEADE  I  (D  23  I)  Professional  and  Bcimtifio  Service 

TITLE  OF  POSITIONS  —  BtatiBtioian  Group 

JUNIOR  STATISTICIAN 
DUmES  — 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
require  familiarity  with  statistical  methods  or  actuarial 
formulae,  are  to  collect^  collate,  analyze  and  interpret, 
imder  supervision,  numerical  data  relating  to  economic, 
social  or  other  phenomena,  as  a  basis  for  administrative 
guidance  or  regulative  controL 

aUAUFICATIONB  — 

Persons  holding  these  positions  shall  ha/ve: 

1.  Such  training  in  economic  or  social  research  and 
in  the  technique  of  statistics  as  is  evidenced  by  a  degree, 
diploma  or  certificate  granted  on  completion  of  a  stand- 
ard course  of  instruction  including  the  above  branches 
of  study,  in  a  college  of  recognized  standing,  or  proof  of 
other  training  in  economic  or  social  research  and  in  the 
technique  of  statistics  recognized  by  the  State  Civil 
Service  Commission  as  the  equivalent  thereof;  or 

2.  Not  less  than  two  years  of  practical  experience 
in  statistical  methods  and  practice. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

GOHPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 

for  full  time  service  is  from  $1080  to  $1560,  inclusive, 
with  standard  salary  rates  as  follows:  $1080,  $1200, 
$1320,  $1440,  $1560. 
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OSADE  n  (D  23  n)  Professional  and  Scimtifio  Service 

HTLE  OP  POSITIONS  —  BtaHetioian  Group 

STATISTICIAN 
DTTTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
may  involve  supervision  of  statistical  units  of  State 
government  and  which  require  ability  to  plan  statistical 
inquiries  and  to  devise  classifications  and  forms  there- 
for, are  to  conduct  independently,  important  statistical 
investigations  and  to  prepare  interpretative  reports 
thereon. 

QTTAIIPICATIOBS  — 

Persons  holding  these  positions  shcdl  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  'Not  less  than  two  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from  Grade 
I,  at  least  three  years  of  experience  in  work  of  Grade  I 
character  and  standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPEirSATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1680  to  $2820,  inclusive, 
with  standard  salary  rates  as  follows:  $1680,  $1800, 
$1980,  $2160,  $2340,  $2580,  $2820. 

SPECIAL  BEOiriATION  OOVEXNnTG  SALABY  BATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do  not 
exceed  the  value  of  the  work  to  be  performed. 


OBADE  in  (D  23  ttt> 

^  '  Professional  and  Scienttfio  S^rvtoe 

TITLES  OF  POSITIONS  —  Statiatiaiam  Qravp 

CHIEF  STATISTICIAN 

SENIOR  STATISTICIAN 
DITTIES  — 

Definiiian: 

'  The  duties  of  incumbents  of  these  positions,  which 
require  the  widest  erperience  in  statistical  work  and  the 
highest  degree  of  specialized  knowledge  and  skill  in  the 
science  of  statistics,  are  to  assume  complete  responsibility 
for  the  control  and  direction  of  the  most  important 
inquiries  of  a  statistical  nature;  to  supervise  large  statis- 
tical units ;  or  to  give  critical  and  constructive  statistical 
advice  of  the  highest  order. 

aiTAIIFICATIONS  — 

Persons  holding  these  positions  shodl  have: 

1.  The  Tm'TiiTTinTn  qualifications  prescribed  for 
Grade  11. 

2.  Not  less  than  three  years  of  service  in  Ghrade  II, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  II,  at  least  four  years  of  experience  in  work  of 
Grade  II  character  and  standard. 

3.  Such  additional  quab'fications  as  may  be  required 
by  the  State  Civil  Service  Commission* 

COMPENSATION  — 

CHIEF  STATISTICIAN 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $3060  to 
$6000,  inclusive,  with  standard  salary  rates  as  follows: 
$3060,  $3300,  $3600,  $3900,  $4200,  $4500,  $4800, 
$5100,  $6400,  $5700,  $6000. 

SENIOR  STATISTICIAN 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  is  from  $3060  to  $3900,  inclusive,  with 
standard  salary  rates  as  follows :  $3060,  $3300,  $3600, 
$3900. 
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SPECIAL  BEOTTLATION  GOVEBinVG  SALABY  BATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do  not 
exceed  the  value  of  the  work  to  be  performed. 
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VETERINABIAN  GROUP  (D  24) 

Profeaaional  and  Scientifio  Servioe 
Definition:  Veterinarian  Oroup 

The  term  Veterinarian  Group  is  used  to  identify  those  author- 
ized employments  of  the  Professional  and  Scientific  Service,  the 
incumbents  of  which  are  required  to  enforce  statutory  or  depart- 
mental regulation  relative  to  the  detection,  reporting,  suppression 
and  extirpation  of  communicable  diseases  of  domestic  animals,  to 
make  disposition  of  such  animals,  their  hides  and  carcasses  as 
directed,  to  enforce  those  provisions  of  the  law  relating  to  the 
prevention  of  slaughter,  exposure  for  sale,  or  sale  of  immature  or 
unwholesome  meat  or  meat  products,  to  prepare  when  required 
animal  serums,  antitoxins  and  vaccines,  and  to  perform  such  otiier 
work  of  equivalent  character  and  standard  as  may  be  necessary 
to  the  enforcement  of  statutory  or  departmental  regulation  relative 
thereto. 

887 


VETERINABIAN  GROUP  (D  24) 

Profeaaional  and  Soientifie  Service 
Definitian:  Veterinarian  Oroup 

The  term  Veterinarian  Group  is  UBed  to  identify  those  author- 
ized employments  of  the  Professional  and  Scientific  Service,  the 
incumbents  of  which  are  required  to  enforce  statutory  or  depart- 
mental regulation  relative  to  the  detection,  reporting,  suppression 
and  extirpation  of  communicable  diseases  of  domestic  animals^  to 
make  disposition  of  such  animals,  their  hides  and  carcasses  as 
directed,  to  enforce  those  provisions  of  the  law  relating  to  the 
prevention  of  slaughter,  exposure  for  sale,  or  sale  of  immature  or 
unwholesome  meat  or  meat  products,  to  prepare  when  required 
animal  serums,  antitoxins  and  vaccines,  and  to  perform  such  other 
work  of  equivalent  character  and  standard  as  may  be  necessary 
to  the  enforcement  of  statutory  or  departmental  regulation  relative 
thereto. 
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GRADE  I  (D  24  I)  Professional  and  Boimtifio  Service 

Veterinarian  Oroup 

TITLE  OF  POSITIONS— 

VETERINARIAN  ASSISTANT 
DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
take  charge  of  a  farm,  where  the  horses  are  used  pri- 
marily for  laboratory  purposes,  and  to  perform  pre- 
scribed duties  in  preparing,  treating  and  caring  for 
horses  used  in  antitoxin  procedure. 

Eeoamplea : 

Taking  temperatures  of  horses  and  noting  eonditioiL 
Inspecting  horses  with  toodn  or  cultures. 
Bleeding  horses,  separating   antitoxin   plajsnui  from 
the  clot. 

Sterilizing   apparatus. 

Supervising  farm  and  garden  work. 

aTTALEETCATIOHS— 

Persons  holding  these  positions  shall  have: 

1.  Such  experience  or  training  in  the  care  and 
treatment  of  horses  aa  would  afford  opportunity  to 
become  familiar  with  inoculating  and  bleeding  horses 
and  other  related  technical  procedures. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Clommission. 

COMPENSATION— 

The  range  of  annual  compensation  for  this  Grade 
for  full  time  service  is  from  $900  to  $1260,  inclusive, 
with  standard  salary  rates  as  follows:  $900,  $1020, 
$1140,  $1260. 
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GRADE  n  (D  24  n)  Profeswmal  (mmI  Soimiific  Bervioe 

Veterinarian  Oroup 

TITLE  OF  POSmOHB  — 

VETERINAEIAN 
DITTIES  — 

Definition: 

The  duties  of  incumbeiits  of  these  positions  are  to 
make  independent  tests  of  live  stock  suspected  of  in- 
fection, to  appraise,  condemn  and  report  on  diseased 
stock,  in  accordance  with  statutory  or  departmental 
regulation,  to  arrange,  as  directed,  for  the  slaughter  of 
oondemned  stock  and  for  the  disposition  of  hides  and 
carcasses,  to  make  post-mortem  examinations  of  animals, 
to  make  investigations  of  other  communicable  diseases 
of  domestic  animals  for  the  purpose  of  detecting,  sup- 
pressing and  extirpating  such  diseases,  to  enforce  those 
provisions  of  the  law  relating  to  the  prevention  of 
slaughter,  exposure  for  sale,  or  sale  of  immature  or  un- 
wholesome meat  or  meat  products,  to  prepare  animal 
serums,  antitoxins  and  vaccines,  and  to  perform  other 
duties  of  equivalent  character  and  standard. 

EwampU9: 

Making  tests  of  cattle  for  tuberculosis. 
Making  tests  of  horses  for  glanders. 
Investigating  cases  or  epidemics  of  foot  and  mouth  dis- 
ease, hog  cholera,  black  1^,  etc. 
Disinfecting  carcasses. 

Vaccinating  animals  exposed  to  communicable  diseases. 
Inoculating  and  bleeding  animals. 
Preparing  blood  specimens  for  laboratory  use. 
Acting  as  assistant  to  the  chief  veterinarian. 
Taking  charge  of  a  section  of  field  work. 

OTAUFIGATIONS  — 

Persons  holding  these  positions  shaU  have: 

1.  A  certificate  or  license  to  practice  veterinary 
medicine  or  surgery  issued  by  the  Board  of  Regents  of 
the  University  of  the  State  of  New  York. 

2.  Not  less  than  one  year  of  experience  in  the 
practice  of  veterinary  medicine  or  surgery. 

8.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 
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COMPEHBAnOH  — 

The  range  of  aamual  compeoBation  of  this  Grad': 
for  full  time  service  is  from  $1440  to  $2580,  inclusive, 
with  standard  salary  rates  as  follows:  $1440,  $1560, 
$1680,  $1800,  $1980,  $2160,  $2340,  $2580. 

The  per  diem  rates  of  compensation  of  this  Grade 
for  temporary  service  are  $7.00  and  $10.00. 

NoTS. —  The  number  of  veterinarians  employed  at  $10.00  per  diem  shall  be 
limited  to  ten  per  cent  of  the  total  number  of  veterinarians  employed  on  a 
per  diem  basis. 

SPECIAL  BEGTTLATION  OOVEBNINO  ASVAHCEMEBT  Sil- 

ABT  BATES  — 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed. 
The  last  three  salary  rates,  $2160,  $2340,  $2580,  shall 
be  assigned  only  to  positions  involving  supervisory  or 
independent  responsibility,  the  incumbents  of  which 
shall  perform  the  duties  of  and  shall  receive  the  working 
designation  of  ^'Assistant  Chief  Veterinarian"  and 
"District  Supervisor  of  Field  Work." 
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ORADB  m  (D  24  HI)  Profe„ionol  ani  Bci^Hfio  Service 

TITLE  OP  POSITION  —  *  Veterinarian  Group 

CHIEF  VETERINARIAN 
DUTIES—  ^ 

Definition: 

The  duties  of  the  incumbent  of  this  position  are 
to  direct,  supervise  and  be  responsible  for  the  work  of 
employes  in  Grade  II,  to  enforce  statutory  or  depart- 
mental regulation  relative  to  the  detection,  control  and 
extirpation  of  communicable  diseases  of  domestic  ani- 
mals, to  prevent  the  slaughter,  exposure  for  sale  or  sale 
of  immature  or  unwholesome  meat  or  meat  products, 
and  to  perform  other  duties  of  equivalent  character  and 
standard. 

QTT  AUPICATIONS  — 

The  person  holding  this  position  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  II. 

2.  Not  less  than  four  years  of  service  in  Grade  II, 
or   if   appointed   otherwise  than  by  promotion   from 

Grade  II,  at  least  five  years  of  experience  in  work  of 
Grade  II  character  and  standard ;  or  at  least  eight- years 
of  experience  in  the  practice  of  veterinary  medicine  or 
surgery. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $2820  to  $3300,  inclusive, 
with  standard  salary  rates  as  follows:  $2820,  $3060, 
$3300. 

SPECIAL  BEGTTIATION  GOVEBNINO  ADVANCEMENT  SAL- 

ABT  BATES  — 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed. 


ZOOLOSIBT  GROUP  (D  25) 

Profesaional  and  Scientifio  Servie^ 
DefinUion:  Zoologist  Qrowp 

The  term  Zoologist  Group  is  used  to  identify  those  authorized 
employments  of  the  Professional  and  Scientific  Service,  the  in- 
cumbents of  which  are  required  to  collect  and  study  data  relative 
to  animal  life,  to  classify  specimens,  and  to  supervise  the  prepara- 
tion of  exhibits. 
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GSADE  I  (D  26  I)  Profeuiondl  and  Boientific  Bervw 

TITLE  OF  POSmOHS  —  ZoologUt  Group 

ASSISTANT  ZOOLOGIST 
STTTIES  — 

Definition: 

The  duties  of  incumbeatB  of  these  positions  are  to 
collect,  study  and  classify  specimens  of  animal  life,  to 
direct  the  work  of  preserving  same,  to  supervise  the 
preparation  of  exhibits  for  the  State  museum,  and  to 
perform  such  other  related  duties  as  may  be  assigned. 

QXr AUFICATIOnS  — 

Persons  holding  these  positions  shall  have: 

1.  Such  training  in  zoology  as  is  evidenced  by  a 
degree,  diploma  or  certificate  granted  on  completion  of 
a  standard  course  of  instruction,  including  at  least  two 
years  of  study  in  zoology  in  a  college  of  recognized 
standing;  or  proof  of  other  training  in  zoology  recog- 
nized by  the  State  Civil  Service  Commission  as  the 
equivalent  thereof. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COKFEXrSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1080  to  $1680,  inclusive, 
with  standard  salary  rates  as  follows:  $1080,  $1200, 
$1320,  $1440,  $1560,  $1680. 

SPECIAL  BEOTJLATIOir  OOVEBNIHO  ABVAITCEHENT  SAIr 

ABT  KATES— 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  :Servioe 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed. 

Note. —  At  the  present  time  there  are  no  employes  in  the  State  CiTil 
Service,  performing  duties  of  a  higher  character  than  those  covered  in  the 
ahove  Grade.  Standard  specifications  for  a  higher  grade  or  grades  wiU  be 
prepared  when  the  need  for  same  arises. 


EDUCATIONAL  SERVICE 

(SYMBOL  E) 
Definition: 

The  term  Educational  Service  ia  used  to  identify  those  au- 
thorized employments  of  the  State  Government,  the  incumbents  of 
which  are  required  to  give  instruction,  advice  and  information  in 
the  subjects  or  matters  designed  to  stimulate  and  develop  the 
mental  powers,  and  to  administer  the  statutory  provisions  relating 
to  the  regulation  and  control  o£  l2ie  State  educational  system. 
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ARTIST  GROUP  (B  1) 

BdiwatiofuU  Service 
Deftniiicn:  Artiat  Oroup 

The  term  Artist  Group  is  used  to  identify  those  authorized 

employments  of  the  Educatioioal  Service,  the  incumbents  of  which 

are  required  to  make  drawings,  paintings  and  wax  or  other  models 

for  study  and  educational  purposes. 
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OBADE  I  (E  1  I)  S^iu...l  Serrice 

TITIES  OF  POSITIOlilS  —  ^""^^^  ^^*^ 

ARTIST  (HORTICULTURE) 
ARTIST  (MUSEUM) 

STmES  — 

ARTIST  (HORTICULTURE) 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
make  drawings  and  paintings  of  fruits  and  vegetables 
for  text  illustrations  in  publicatioDs  of  l2ie  State  Depart- 
ment of  Agriculture,  or  for  exhibition,  and  to  make  wax 
or  other  models  of  fruits  and  vegetables. 

Eaamplet: 

Making  water  oolor  drawioga  of  the  several  etagei  of 
the  diseases  of  fruits  and  vegetables. 

Making  wax  models  of  diseased  apples,  grapes,  and 
potatoes. 

ARTIST  (MUSEUM) 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
make  drawings  and  paintings  of  zoological,  archeological, 
entomological  and  fossil  specimens,  maps  and  geologi- 
cal sections  for  text  illustrations  in  publications  of  the 
New  York  State  Museum,  and  to  make  plaster  models 
and  to  restore  specimens  for  exhibition. 

Btxmplet: 

Making  wash  drawings  in  black  and  white  for  Qlof^ 
trations  from  specimens  of  fossils. 

Making  pen  and  ink  drawings  of  maps,  geological  soe- 
tions. 

Painting  models^  maps  and  soologieal  specimens  for  sx- 
hibitioii  purposes. 

QXFAIIFICATIOirS  — 

Persons  holding  these  positions  shaU  hcuoe: 
1.  Such  qualifications  as  may  be  required  by  tho 
fitate  Oivil  Servioe  OommisBion. 
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COKPERSAnON— 

AETIST  (HOETICULTUEE) 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $1200  to 
$1680,  inclusiTe,  with  standard  salary  rates  as  follows: 
$1200,  $1320,  $1440,  $1560,  $1680. 

ARTIST  (MUSEUM) 

The  range  of  annual  compensation  of  tiiis  position 
in  this  Grade  for  full  time  service  is  from  $1560  to 
$1980,  inclusive,  with  standard  salary  rates  as  follows: 
$1560,  $1680,  $1800,  $1980. 


INSTRUCTOR  OF  THE  BLIND  GROUP  (E  2) 

EduccUional  Service 
Definition:  Instructor  of  the  Blind  Oroup 

The  term  Instructor  of  the  Blind  Group  ia  used  to  identify 

those  authorized  employments  of  the  Educational  Service,  the 

incumbents  of  which  are  required  to  instruct  the  blind  in  homes 

or  in  workshops,  to  refer  for  treatment  cases  of  eye  ailments  and 

of  blindness,  to  secure  employment  for  the  blind,  and  to  perform 

such  other  duties  as  may  be  necessary  to  the  amelioration  of  the 

condition  of  the  blind  within  the  State. 
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OSADE I  (E  2 1)  «.  .  «     . 

wjMx^fi  X  VB  A  */  BducaiUmdl  Service 

TITLES  OF  POSITIONS  —  Inetruotor  of  the  BUmd  Group 

INSTRUCTOR  OF  THE  BLIND 
DITTIES  — 

Definition: 

The  duties  of  incimibents  of  these  positions  are  to 
give  iBstruction  to  the  blind  locaited  in  homes^  work- 
shops or  elsewhere  in  reading  and  writing  tactile  prints 
and  in  appropriate  handicraft  aiul  vocational  work,  to 
secure  employment  for  adult  blind,  to  investigate  and 
refer  for  treatment  eye  ailments  and  cases  of  blindness, 
to  secure  admission  of  blind  children  to  schools  and  to 
affiliate  with  and  promote  the  work  of  local  organizations 
for  the  blind. 

QXFALIFICATIOHS— 

Persons  holding  these  positions  shall  have: 

1.  Evidence  of  ability  to  read  and  write  tactile 
prints  and  to  teach  simple  handicraft  and  vocational 
work. 

2.  Such  additional  qualifications  as  maybe  required 
by  the  State  Civil  Service  Conmiission. 

COHFElirSATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $720  to  $900,  inclurive, 
with  standard  salary  rates  as  follows:  $720,  $780, 
$840,  $900. 
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GaADEn(B2n)  Uducatu^nal  service 

TITLE  OF  POSITIONS—  Imtructor  of  the  Blimd  Group 

SENIOR  INSTRUCTOR  OF  THE  BLIND 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
may  involve  supervision  of  employes  in  Grade  I,  are  to 
investigate  and  report  upon  industrial  processes  adapted 
to  the  instruction  of  the  blind,  to  promote  sales  of  goods 
manufactured  by  the  blind,  and  to  develop  new  fields 
for  blind  instruction  and  industrial  centers,  and  in  addi- 
tion to  visit  isolated  blind  persons,  to  give  instruction 
in  reading  and  writing  tactile  prints,  and  in  appropriate 
trades,  to  secure  employment  for  adult  blind,  and  to  per- 
form other  work  of  equivalent  character  and  standard. 

aXFAIIFICATIOHS— 

Persons  holding  these  positions  shall  hcuve: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  four  years  of  service  in  Grade  I,  or 
if  appointed  otherwise  than  by  promotion  from  Grade  I, 
at  least  four  years  of  experience  in  work  of  Grade  I 
character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMFEFSATIOir  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1320  to  $1800,  inclusive, 
with  standard  salary  rates  as  follows:  $1320,  $1440, 
$1560,  $1680,  $1800. 


CURATOR  GROUP  (E  3) 

Educational  Service 
Definition:  Cwator  Chroup 

The  term  Curator  Group  is  used  to  identify  thoee  auliiorized 

employmeuts  of  the   Educational   Service,   the   incumbents  of 

which  are  required  to  supervise  the  operation  and  equipping  of 

the  State  muaeum,  to  insure  effective  display  of  the  exhibits  of 

the  same,  and  to  exercise  responsible  car  and  management  of 

the  property  belonging  to  the  State  museums. 

XoTE. —  Standard  speciflcationB  for  appropriate  grades  within  this  Group 
will  be  estabUshed  when  the  scope  and  importance  of  the  museum  activities 
warrant  the  creation  of  positions  for  this  Group. 
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EDUCATIONAL  SPECIALIST  OROUP  (E  4) 

Educational  Service 
Definiium:  Bduoational  Bpeoialiet  Group 

The  term  Educational  Specialist  Group  is  used  to  identify 
those  authorized  employmentB  of  the  Educational  Servioe,  the 
incumbents  of  which  are  required  to  plan,  direct  and  cnipendse 
the  activities  of  the  University  of  the  Staite  of  New  York  relating 
to  elementatry,  secondary,  vocational  and  higher  education,  to 
direct^  supervise  and  study  the  Kegents  examination  system,  to 
visit  educaitional  and  other  institutiond  of  whatever  grade, 
registered  by,  incorporated  by  or  admitted  to  the  University  of 
the  State  of  New  York,  to  report  upon  the  reenilts  of  such 
visits,  to  standardize  and  apply  the  methods  and  principleB  of 
visual  instruction,  to  perform  other  duties  relative  to  the  law 
and  Begents'  rules  governing  the  administration  of  elementary, 
secondary,  vocational  and  higher  education  as  may  be  assigned ; 
to  conduct  research  work  in  history  and  to  perform  such  other 
duties  as  might  properly  be  assigned  to  the  State  Historian. 
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OEADEKE*!)  Educational  Bervic 

TITLES  OF  POSITIOire  —  Eduoatianal  Bpeoialist  Group 

EDUCATIONAL  SPECIALIST 

EDUCATIONAL  SPECIALIST  (VISUAL  INSTRUCTION) 
EDUCATIONAL  SPECIALIST 
DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
require  highly  specialize4  training  in  educational  work, 
are  to  serve  upon  committees  charged  with  the  prepara- 
tion of  courses  of  study  and  of  examinations,  to  visit  and 
inspect  educational  and  other  institutions  subject  to  the 
visitation  of  the  Regents,  to  report  upon  conditions  of 
organization,  administration  and  curricula  of  elemen- 
tary, secondary,  vocational  and  higher  institutions,  and 
to  perform  such  other  related  duties  as  may  be  assigned. 

Bwamplea: 

Serving  as  specialist  in  modem  languages,  InTolving: 

The  preparation  of  question  papers  in  R^;ents 
examinations. 

The  rating  of  answer  papers  within  a  special  group. 

The  visitation  and  inspection  of  all  secondary  schools 
in  the  State  in  which  modem  languages  are  taught. 

The  reporting  upon  conditions  observed. 

The  giving  of  aid  to  teachers  of  modem  languages. 

The  carrying  out  of  the  provisions  of  the  academic 
syllabus. 

Serving  as  specialiat  in  agricultural  edneatioii,  involve 
ing: 

The  preparation  of  courses  of  study. 

The  organization  and  administration  of  special  agricul- 
tural schools. 

The  inspection  work  in  such  schools  and  the  agrieul' 
tural  courses  offered  in  regular  secondary  schools. 

EDUCATIONAL     SPECIALIST     (VISUAL    IN- 
STRUCTION) 
Definition: 

The  duties  of  the  incumbent  of  this  position  are  to 
advise  school  principals,  teachers  and  other  educational 
officials  in  the  methods,  principles  and  practice  of  visuftl 
instruction,  and  to  hold  formal  and  informal  conferences 
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cm  the  same,  to  assemble,  prepare  and  loan  collections 
of  lantern  slides,  photographs  and  pictures  for  use  in 
visual  instruction,  to  standardize  works  of  art  for  school 
use,  and  to  perform  other  related  duties  to  further  the 
interest  in  and  practice  of  visual  instruction. 

Baamplett: 

Holding  conferencea  on  the  practice  of  visual  instruc- 
tion at  educational  institutions,  teachers'  meetings,  and  pub- 
lic gatherings. 

Determining  the  scope  of  each  coUection  of  slides, 
photographs  and  pictures,  preparing  titles,  bibliographies 
and  notes. 

Examining  prints  and  negatives  to  determine  their 
acceptability  and  use. 

Studying  projecting  apparatus  and  giving  advice  as 
to  selection  and  use  of  same. 

Conducting  office  correspondence,  holding  interviews. 

QUALIFICATIONS  — 

EDUCATIONAL  SPECIALIST 

Persons  holding  these  positions  shall  have: 

1.  A  degree,  diploma,  or  certificate  granted  on  com- 
pletion of  a  standard  course  of  instruction  in  a  college 
of  recognized  standing. 

2.  Not  less  than  five  years  of  experience  in  teach- 
ing, at  least  half  of  which  shall  have  been,  in  part  at 
least,  in  a  supervisory  capacity  in  schools  not  lower  than 
high  school. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission  acting  in  co- 
operation with  the  Board  of  Regents  of  the  University 
of  the  'State  of  New  York. 

EDUCATIONAL     SPECIAXIST     (VISUAL     IN- 
STRUCTION) 
The  person  holding  this  position  shall  have: 

1.  A  degree,  diploma  or  certificate  granted  on  com- 
pletion of  a  standard  course  of  instruction  in  a  college 
of  recognized  standing. 

2.  Not  less  than  five  years  of  experience  in  teach- 
ing, at  least  two  years  of  which  shall  have  been  spent  in 
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teaching  the  principles  and  methods  of  visual  instruo- 
tion,  or  in  work  affording  opportunity  to  become  familiar 
with  the  problems  and  methods  of  visual  instruction. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Conunission  acting  in  co- 
operation with  the  Board  of  R^ents  of  the  University 
of  the  State  of  New  York. 

COMPENSATION  — 

EDUCATIONAL  SPECIALIST 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1800  to  $3300,  inclusive, 
with  standard  salary  rates  as  follows:  $1800,  $1980, 
$2160,  $2340,  $2580,  $2820,  $3060,  $3300. 

EDUCATIONAL  SPECIALIST  (VISUAL  IN- 
STRUCTION) 
The  range  of  annual  compensation  of  this  position 
in  this  Grade  is  from  $2580  to  $3300,  inclusive,  with 
standard  salary  rates  as  follows:  $2580,  $2820,  $3060, 
$3300. 

SPECIAL  REGITLATIGN  GOVEBNIira  SALABT  RATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 
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OBADE  n  (E  4  n)  ^.     ..     .  c, 

TITLES   OP  POSITIONS—  Educational  SpeoialUt  Group 

SUPERVISING    EDUCATIONAL    SPECIALIST 

(EXAMINATIONS) 
SUPERVISING    EDUCATIONAL    SPECIALIST 

(VOCATIONAL  INSTRUCTION) 
STATE  HISTORIAN 

DITTIES — 

SUPERVISING    EDUCATIONAL    SPECIALIST 

(EXAMINATIONS) 
SUPERVISING    EDUCATIONAL    SPECIALIST 

(VOCATIONAL  INSTRUCTION) 
Definition: 

The  duties  of  incumbents  of  these  positions,  .which 
may  involve  supervision  of  employes  in  Grade  I,  are 
to  direct  the  activities  of  a  bureau  or  other  primary  unit 
of  organization  engaged  in  the  study  and  operation  of 
the  Regents  academic  and  professional  examination  sysr 
tern,  to  study  the  methods  and  courses  of  instruction  and 
related  lines  of  work  in  those  schools  under  the  juris- 
diction of  the  State  department  charged  with  this  func- 
tion, and  to  administer  and  approve  courses  of  study, 
to  inspect,  study  and  report  on  methods  of  vocational 
instruction  in  schools  organized  for  this  purpose  or  in 
departments  of  other  schools. 

Bwamples: 

Acting  as  Director  of  the  Division  of  Examinations, 
State  Department  of  Education. 

Acting  as  Director  of  the  Division  of  Agricultural  and 
Industrial  Education,  State  Department  of  Education. 

STATE  HISTORIAN 
Definition: 

The  duties  of  the  incumbent  of  this  position,  which 
require  a  wide  knowledge  of  historical  research  methods 
and  familiarity  with  State  history,  are  to  conduct  re- 
search work  in  history,  to  study  historical  manuscripts, 
to  edit  State  historical  publications,  to  prepare  and 
deliver  addresses  on  historical  subjects^  and  to  perfoim 
other  related  duties. 
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QTTALinCATIOirS  — 

SUPERVISING    EDUCATIONAL    SPECIALIST 
(EXAMINATIONS) 

SUPERVISING    EDUCATIONAL    SPECIALIST 
(VOCATIONAL  INSTRUCTION) 
Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  five  years  of  service  in  Grade  I,  or 
if  appointed  otherwise  than  by  promotion  from  Grade  I, 
at  least  five  years  of  experience  in  work  of  Grade  I 
character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission  acting  in  co- 
operation with  the  Board  of  Regents  of  the  IJniversily 
of  the  State  of  New  York. 

STATE  HISTORIAN 

The  person  holding  this  position  shall  have: 

1.  A  degree,  diploma  or  certificate  granted  on  com- 
pletion of  a  standard  course  of  instruction  in  a  college 
of  recognized  standing. 

2.  Not  less  than  five  years  of  experience  in  teach- 
ing history,  three  years  of  which  shall  have  been  spent 
in  teaching  American  history ;  or 

3.  Not  less  than  two  years  of  experience  in  teach- 
ing history  and  in  addition  three  years  of  graduate  or 
research  work  in  American  history. 

4.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission  acting  in  co- 
operation with  the  Board  of  Regents  of  the  IJniverBity 
of  the  State  of  New  York. 
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COHPENBATION  — 

SUPERVISING    EDUCATIONAL    SPECIALIST 

(EXAMINATIONS) 
SUPERVISING    EDUCATIONAL    SPECIALIST 

(VOCATIONAL  INSTRUCTION) 
STATE  HISTORIAN 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $3600  to  $4800,  inclusive, 
with  standard  salary  rates  as  follows:  $3600,  $3900, 
$4200,  $4500,  $4800. 

SPECIAL  BEOITLAIION  aOVEEHIHa  SALABT  BATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
Bot  eKoeed  the  value  of  the  work  to  be  performed. 
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GRADE  m  (E  4  tttn 

^               '  Educational  Service 

TITLES  OP  POSITIONS Eduoatumal  Bpedaliet  Group 

DIRECTOE  ELEMENTARY  EDUCATION 
DIRECTOR  SECONDARY  EDUCATION 
DIRECTOR  HIGHER  EDUCATION 
DUTIES— 

DIRECTOR  ELEMENTARY  EDUCATION 
Definition: 

The  duties  of  the  incumbent  of  this  position  are  to 
plan,  direct  and  supervise  those  activities  of  the  State 
Department  of  Education  which  relate  to  elementary 
education. 

Eawmples: 

Generally  superyising  and  directing  all  matters  per- 
taining to  elementary  education  in  the  public  schools  and 
in  normal  schools. 

Taking  charge  of  the  investigation  and  study  of  prob- 
lems of  elementary  education. 

Preparing  syllabi  and  articles  on  elementary  education. 

Directing  the  work  of  district  superintendents. 

DIRECTOE  SECONDARY  EDUCATION 
Definition: 

The  duties  of  the  incumbent  of  this  position  are  to 
plan,  direct  and  supervise  those  activities  of  the  State 
Department  of  Education  which  relate  to  secondary  edu- 
cation. 

Eaamples: 

Supervising  implications  from  schools  for  incorporation. 
Supervising  applications  from  students  for  registraticm 
and  admission  to  examinations. 

Administering  the  university  scholarship  law. 
Supervising  the  State  College  For  Teachers. 

DIRECTOR  HIGHER  EDUCATION 
Defintiion: 

The  duties  of  the  incumbent  of  this  position  are  to 
plan,  direct  and  supervise  those  activities  of  the  State 
Department  of  Education  which  relate  to  higher  educa- 
tion. 

**  Ewamplea: 

Si^ervising  and  controlling  the  standards  of  uni- 
versitiee,  colleges,  professional  and  technical  schools  ib 
New  York  State. 
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Admiiiisterixig  those  proviBioas  of  tlie  educfttional  law 
relative  to  the  practice  of  medicine,  law,  dentistry,  pharmacy» 
nurse  training,  chiropody,  certified  public  accounting,  certi- 
fied shorthand  reporting,  optometry. 

QTTALinCATIONS  — 

Persons  holding  these  positions  shall  have: 
1.  Suck  qualifications  as  may  be  required  by  the 
State  Civil  Service  Cominissioii  acting  in  co-operation 
with  the  Board  of  Regents  of  the  University  of  the 
State  of  New  York. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Orade 
for  full  time  service  is  from  $5100  to  $5700,  inclusive, 
with  standard  salary  rates  as  follows:  $5100,  $5400, 
$5700. 

SPECIAL  REGTriATIGN  GOVEBNINa  SALABT  RATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 


HEALTH  LECTURER  QROUP  (E  5) 

Educational  Service 
DefinUion:  Health  Lecturer  Oroup 

The  term  Health  Lecturer  Group  is  used  to  identify  those 
authorized  employments  of  the  Educational  Service,  the  incum- 
bents of  which  are  required  to  give  prescribed  lectures  and  talks 
on  health,  sanitation  and  related  subjects  as  directed,  in  schools 
and  other  places  where  such  service  is  not  otherwise  provided  for. 
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GRADE  I  (E  6  I) 

••rrm-r-*^  ^«  «.^«,vmv^«*^  ^ducatiofial  Service 

TITLE  OP  POSITIONS-     .     .;.  Health  Lecturer  Group 

HEALTH  LECTURER 
DUTIES  — 

Definition: 

The  duties  of  the  incumbents  of  these  positions  are 
to  give  prescribed  lectures  and  talks  on  health,  sanitation 
and  related  subjects  as  directed,  in  schools  and  other 
places  where  such  service  is  not  otherwise  provided  for. 

QVAUPICATIOirS  — 

Persons  holding  these  positions  shall  h(we: 

1.  Such  qualifications  as  may  be  required  by  the 

State  Civil  Service  Commission  acting  in  co-operation 

with  the  State  department  concerned. 

COMPENSATION — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service*  is  from  $960  to  $1560,  inclusive, 
with  standard  salary  rates  as  follows:  $960,  $1080, 
$1200,  $1320,  $1440,  $1560. 

SPECIAL  REGULATION  OOVEBmNG  SALABT  BATES— 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 

*  The  scholastic  year  of  te»  months  repj* esents  full  time  service. 


INSTITUnOM  TEACHER  AND  LECTURER  QROUP 

(E6) 

Educational  Bervioe 
Definition:  InBtUution  Teaeher  and  Lecturer  Group 

The  Institution  Teacher  and  Lecturer  Group  is  used  to 
identify  those  authorized  employments  of  the  Educational  Service, 
the  incumbents  <xf  which  are  required  to  direct  and  supervise  the 
educational  and  vocational  work  of  a  State  charitable  or  penal  in- 
stitution or  reformatory  not  covered  in  any  other  Group  specifica- 
tion, to  teach  prescribed  subjects  or  courses  as  directed,  and  to  per- 
form as  incidental  to  the  above,  necessary  custodial  and  other 
related  duties ;  to  give  regular  lectures  at  a  State  charitable  insti- 
tution or  reformatory  on  prescribed  subjects  at  such  times  as  may 
be  directed  by  the  Board  of  Managers  of  such  institution. 
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GBADE  I  (E  6  I)  EduoationM  Bervioe 

TITI£S  OP  POSITIONS '•••*»*»»**o»  Tea<Aer  and  Leetunr  Qrouf 

TEACHER  (KINDERGARTEN) 
TEACHER  (GRADES) 
TEACHER  (HIGH  SCHOOL) 
TEACHER  (COMMERCIAL  SUBJECTS) 
TEACHER  (HOUSEHOLD  ARTS) 
TEACHER  (DRAWING) 
TEACHER  (MUSIC) 
TEACHER  (PIANO  TUNING) 
LECTURER  (INSTITUTION) 

DUTIES— 

TEACHER  (KINDERGARTEN) 
TEACHER  (GRADES) 
TEACHER  (HIGH  SCHOOL) 
TEACHER  (COMMERCIAL  SUBJECTS) 
TEACHER  (HOUSEHOLD  ARTS) 
TEACHER  (DRAWING) 
TEACHER  (MUSIC) 
TEACHER  (PIANO  TUNING) 
Definition: 

The  duties  of  incumbents  of  these  positions,  which 
are  performed  under  supervision,  are  to  give  formal 
class-room  or  other  instruction  and  training  to  imnates 
of  State  charitable  institutions  or  reformatoiiee  in  pre- 
scribed subjects  or  courses  covered  in  the  positi<»  t" 
be  filled,  not  included  in  any  otiber  Group  specifica- 
tion, and  to  perform,  as  incidental  to  the  above^  sach 
necessary  custodial  and  other  related  duties  as  may  be 
assigned. 

LECTURER  (INSTITUTION) 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
give  lectures  to  inmates  of  State  charitable  institutiMU 
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or  reformatories  on  prescribed  subjects  at  such  times 
as  directed  by  the  Board  of  Managers  of  the  institution. 

Swample: 

Giyinff  lectures  on  economioe,  civics,  current  topics,  and 
American  history,  at  the  New  York  State  Reformatory. 

QVAUFICATIOHS  — 

TEACHER  (KINDERGARTEN) 
TEACHER  (GRADES) 
TEACHER  (HIGH  SCHOOL) 
TEACHER  (COMAIERCIAL  SUBJECTS) 
TEACHER  (HOUSEHOLD  ARTS) 
TEACHER  (DRAWING) 
TEACHER  (MUSIC) 
TEACHER  (PIANO  TUNING) 

Persons  holding  these  posiii4)n8  shall  have: 

1.  A  degree,  diploma  or  certificate  granted  on  com- 
pletion of  a  standard  course  of  instruction  in  a  college 
or  normal  school  of  recognized  standing;  or 

2.  Such  training  in  piano,  piano  tuning,  household 
arts,  kindergarten  work  or  in  the  subject  or  subjects 
covered  in  the  position  to  be  filled,  as  is  evidenced  by  a 
degree,  diploma  or  certificate  from  a  college,  normal 
school  or  other  institution  of  recognized  standing  granted 
on  completion  of  a  standard  course  of  instruction  or 

training  in  such  subject  or  subjects ;  or 

3.  A  certificate  to  teach  granted  by  the  Board  of 
Regents  of  the  University  of  the  State  of  New  York. 

4.  Not  less  than  one  year  of  experience  in  teach- 
ing the  subject  or  subjects  covered  in  the  position  to  be 
filled. 

5.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

LECTURER  (INSTITUTION) 

Persons  holding  these  positions  shall  have: 

1.  Such  qualifications  as  may  be  required  by  the 

State  Civil  Service  Commission. 
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COHFENBAIIOH— 

TEACHER  (KINDERGARTEN) 
TEACHER  (GRADES) 
TEACHER  (HIGH  SCHOOL) 
TEACHER  (COMMERCIAL  SUBJECTS) 
TEACHER  (HOUSEHOLD  ARTS) 
TEACHER  (DRAWING) 
TEACHER  (MUSIC) 
TEACHER  (PIANO  TUNING) 

The  range  of  annual  compensation  of  tibese  positioiu 
in  this  Grade  for  full  time  service*  is  from  $480  to 
$900,  inclusive,  with  maintenance,  with  standard  salary 
rates  as  follows:  $480,  $540,  $600,  $660,  $720,  $780, 
$840,  $900. 

*  Note. —  The  Kholastic  year  of  eleven  months  repre- 
sents  full  time  aerrice. 

LECTUEER  (INSTITUTION) 

The  range  of  annuAl  compenBation  of  this  position 
in  this  Grade  for  part  ti/me  service  of  not  less  than  three 
days  per  week  is  from  $360  to  $600,  inclusive,  with 
standard  salary  rates  as  follows:  $860,  $420,  $480, 
$540,  $600. 

SPECIAL  BEGTTLATION  GOVEBmNG  SALABT  BATES— 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 
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GBADE  n  (E  6  n)  Educational  Service 

TITLE  OP  POSITIONS in$titutum  Teacher  and  Lecturer  Group 

HEAD  TEACHEE 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
take  charge  of  the  scholastic  and  vocational  instruction 
or  training  and  other  educational  work  not  covered  in 

any  other  Group  definition  at  a  State  charitable  or  penal 
institution  or  reformatory,  to  direct,  supervise  and  in- 
struct employes  in  Grade  I,  to  prepare  or  assist  in  the 
preparation  of  courses  of  instruction,  to  supervise  the 
institution  library  and  publications  issued  by  inmates, 
and  to  perform  such  other  administrative  duties  relative 
to  the  educational  and  vocational  work  of  a  State  charita- 
ble institution  or  reformatory  as  may  be  assigned. 

QFAUPICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  three  vears  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  I,  at  least  three  years  of  experience  in  work  of 
Grade  I  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COHPEirSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service*  is  from  $1080  to  $1560,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows : 
$1080,  $1200,  $1320,  $1440,  $1560. 

*  Note. —  Head  teachers  are  required  to  spend  the  entire  year,  exclusive  of 
the  vacation  allowed  all  employes,  at  the  institution. 
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SPECIAL  BEOVLATION  OOVEENINO  SALABT  SATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 


LIBRAKIAN  GROUP  (E  7) 

Educoiiional  Service 
Definiiion:  Librarian  Gnmp 

The  term  Librarian  Group  is  used  to  identify  those  author- 
ized employments  of  the  Educational  Service,  the  incumbents  of 
which  are  required  to  buy,  examine,  annotate,  classify,  calendar, 
catalog,  file,  loan  and  preserve  books,  manuscripts,  documents  and 
other  library  materials,  to  organize,  interpret  and  administer  such 
materials  for  reference  use,  to  organize  new  and  reorganize  old 
libraries,  to  assist  directors  of  school  and  public  libraries  in  the 
management  of  such  libraries,  to  instruct  in  all  branches  of  library 
procedure  and  methods,  and  to  perform  other  duties  relative  to  the 
administration  of  the  New  York  State  Library,  the  State  Library 
School  and  allied  activities. 

2C5 
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GRADE  I  (E  7  I)  Educaiional  Service 

TITLE  OP  POSITIONS—  lAbraritm  Group 

LIBRARY  ASSISTANT 
DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
perform,  under  supervision,  duties  in  the  buying,  ex- 
amining, annotating,  classifying,  cataloging,  fQing  and 
loaning  of  books,  documents  and  other  library  materials, 
and  to  perform  other  related  duties  not  requiring  a  high 
degree  of  specialized  library  training. 

EwampleM: 

Acting  «8  reference  asaistaat  in  charge  of  periodical 
room. 

Examining  and  annotating  new  books. 
Preparing  lists  of  books  on  special  subjects. 

QVAUPICATIOirS  — 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  one  year  of  formal  training  for 
library  work  or  proof  of  other  training  or  experience 
recognized  by  the  State  Civil  Service  Commission  a* 
the  equivalent  thereof. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPENSATIOir- 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $600  to  $780,  inclusive^ 
with  standard  salary  rates  as  follows:  $600,  $660, 
$720,  $780. 
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ORADE  n  (B  7  n)  Educational  BenAce 

TITLE  OP  POSITIONS  —  Librarian  Chvup 

JUNIOR  LIBRARIAN 
DUTIES — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
perform  independently  duties  in  the  buying^  examining, 
annotating,  classifying,  cataloging,  filing,  reference  use 
and  loaning  of  books,  documents  and  other  library  mate- 
rials, and  to  perform  related  duties  requiring  specialized 
knowledge  of  literature  or  languages  and  considerable 
library  training. 

Ewampl€9: 

Acting  aa  indezer. 
Acting  as  reference  aaeietant. 

Acting  as  assistant  in  the  divisian  of  educational  ex- 
tension. 

Acting  as  assistant  in  the  book  selection  section. 

QVAUPICATIOHS— 

Persons  holding  these  positions  shaJl  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than,  one  year  of  service  in  Grade  I,  or 
if  appointed  otherwise  than  by  promotion  from  Grade  I, 
at  least  one  year  of  experience  in  work  of  Grade  I  chaiv 
acter  and  standard. 

3.  A  degree,  diploma  or  certificate  granted  on  com- 
pletion of  a  standard  course  of  instruction  in  a  college 
of  recognized  standing,  unless  this  requirement  be 
waived  by  the  appointing  officer  and  the  State  Civil 
Service  Commission. 

4.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COXPEHBATIOH — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $840  to  $1200,  inclusive, 
with  standard  salary  rates  as  follows:  $840,  $900, 
$960,  $1020,  $1080,  $1200. 


26S 
QBADE  in  (E  7  HI)  „^     ..     ,  „     • 

TITLES  OP  POSITIOire—  Librarian  Qraup 

LIBRARIAN 

ASSISTANT  ARCHIVIST 
DUTIES— 

LIBRARIAN 
Definition: 

The  duties  of  incumbents  of  these  positions,  which 
may  involve  supervision  of  employes  in  Grades  I  and  II, 
are  to  direct  the  activities  of  branch  libraries,  to  act  as 
instructor  in  library  methods  and  procedure  in  the 
library  school,  to  organize  new  and  reorganize  old  libra- 
ries, and  to  perform  independently  other  duties  in  gen- 
eral library  work  requiring  a  high  degree  of  training  in 
library  tedmique,  knowledge  of  literature  and  languages, 
and  a  specialized  knowledge  of  and  experience  in  the 
particular  duties  covered  in  the  position  to  be  filled. 

EoBamplet: 

Acting  as  medical  librarian,  State  Library. 

Acting  as  librarian  for  the  blind.  State  Library. 

Giving  courses  in  the  State  Library  School  in  dassi- 
flcation,  subject  headings,  cataloging  and  loan  work. 

Acting  as  subject  cataloguer  in  the  State  Library. 

Acting  as  assistant  to  the  director  of  the  State 
Library. 

Acting  as  head  of  the  bo<^  selection  sectlixi  of  tlM 
State  Library. 

Acting  as  library  organizer. 

ASSISTANT  AECHIVIST 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
keep  in  custody,  classify,  index,  catalog,  calendar  and 
preserve  the  manuscripts,  documents,  maps  and  other 
records  to  be  placed  in  the  archives  of  the  New  York 
State  Library,  to  conduct  the  less  important  research 
and  reference  work  in  connection  with  the  same,  and  to 
perform  such  other  related  work  as  may  be  assigned. 
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Ewample»: 

Restoring  old  maniucriptB. 

Arranging  and  preparing  aeries  of  manuscripts  for 
binding. 

Performing  reference  work  either  in  person  or  by  cor- 
respondence. 

Photostating  records,  doooments,  maps,  drawings, 
manuscripts,  etc 

Collecting  and  copying  Dutch  records. 

QUALIFICATIONS— 

LIBRARIAN 

Persons  holding  these  positions  shaU  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  11. 

2.  Not  less  than  one  year  of  service  in  Grade  II.  or 
if  appointed  otherwise  than  by  promotion  from  Grade  II, 
at  least  one  year  of  experience  in  work  of  Grade  II  char- 
acter and  standard. 

8.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

ASSISTANT  ARCHIVIST 

Persons  holding  these  positions  shaU  h(we: 

1.  Not  less  than  one  year  of  training  or  experience 
in  general  library  work,  and  in  addition  at  least  two 
years  of  experience  in  the  care,  organization  and  use  of 
manuscripts. 

2.  A  degree,  diploma  or  certificate  granted  on  com- 
pletion of  a  standard  course  of  instruction  in  a  coll^ 
of  recognized  standing. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMFEBBATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1320  to  $1980,  inclusive, 
with  standard  salary  rates  as  follows:  $1320,  $1440, 
$1560,  $1680,  $1800,  $1980. 
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SPECIAL  BEOVLATIOir  OOVEENINO  SALABT  SATES— 

The  entrance  and  other  salary  rates  of  positionB 
classified  within  this  Grade  are  c<mditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 
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OEADB  IV  (E  7  IV)  Bdv^ati^aX  Ber^e 

TITLEa  OP  POSmOBB—  Lihrarian  Group 

SENIOR  LIBRARIAN 
ARCHIVIST 
DITTIES — 

SENIOR  LIBRARIAN 
Definition: 

The  duties  of  incumbents  of  these  positions,  which 
may  involve  supervision  of  employes  in  Grades  I,  II 
and  III,  are  to  direct  and  assume  responsibility  for  the 
activities  of  the  more  important  units  of  organization  or 
sections  of  the  State  library,  and  to  perform  independ- 
ently other  duties  requiring  the  highest  degree  of  train- 
ing and  specialized  knowledge  of  library  procedure  and 
technique. 

EwampleM: 

Acting  as  law  librarian.  State  library. 

Acting  as  legislative  reference  librarian,  State  Library. 

Acting  as  reference  librarian,  State  library. 

Acting  as  chief  of  the  division  of  school  Ubraries,  State 
Education  Department. 

Acting  as  chief  of  the  division  of  library  extension. 
State  Education  Department. 

Acting  as  book  purchaser  of  the  State  library. 

Acting  as  head  of  the  cataloguing  section,  State  library. 

ARCHIVIST 
Definition: 

The  duties  of  the  incumbent  of  this  position,  which 
require  a  wide  knowledge  of  languages  and  history,  con- 
siderable training  in  bibliography  and  in  the  proper 
methods  for  the  care,  organization  and  use  of  manu- 
scripts, are  to  direct  the  collecting,  classifying,  filing  and 
preserving  of  the  manuscripts,  documents,  maps  and 
other  records  to  be  placed  in  the  archives  of  the  New 
York  State  Library,  to  conduct  the  more  difficult  re- 
search and  reference  work  relative  thereto,  and  to  per- 
form other  related  duties. 

Emamplea: 

Translating  and  editing  Dutch  records  and  manuscripts. 
Ck)nducting  research  work  in  connection  with  historical 
inquiriei. 
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QVALQICATIOira  — 

SENIOR  LIBRARIAN 

Persons  holding  these  positions  shall  have: 

1.  The  zninimum  qualifications  prescribed  for 
Librarian,  Grade  III. 

2.  Not  less  than  two  years  of  service  as  a  Librarian 
in  Ghrade  III,  or  if  appointed  otherwise  than  by  promo- 
tion from  Grade  III,  at  least  two  years  of  experience  in 
work  of  Librarian,  Grade  III,  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

ARCHIVIST 

The  person  holding  this  position  shaU  have: 

1.  The  minimum  quaUfications  prescribed  for 
Assistant  Archivist,  Grade  III. 

2.  Not  less  than,  three  years  of  service  as  an  Assist- 
ant Archivist  in  Grade  III,  or  if  appointed  otherwise 
than  by  promotion  from  Grade  III,  at  least  four  years 
of  service  in  work  of  Assistant  Archivist,  Grade  III, 
character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMFEirSATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $2160  to  $2820,  inclusive, 
with  standard  salary  rates  as  follows:  $2160,  $2340, 
$2580,  $2820. 

SPECIAL  BEOVLATIOir  OOVEBNIirO  SALAST  KATES— 

The  entrance  and  other  salary  rates  of  positioiiA 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 
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GRADE  V  (B  7  V)  «^     *.     ,  o 

^  '  Educational  8erv%oe 

TITLE  OP  POSinOE—  Librarian  Group 

DIEEOTOE,  NEW  YORK  STATE  LIBRARY 

DUTIES— 

Definition: 

The  duties  of  the  incumbent  of  this  position  are  to 
direct  and  assume  complete  responsibility  for  the  activi- 
ties of  the  New  York  State  Library,  the  State  Library 
School,  and  such  other  related  imits  of  organization  as 
may  be  required. 

QUAUFICATIOHS— 

The  person  holding  this  position  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Senior  Librarian,  Grade  IV. 

2.  Not  less  than  five  years  of  service  as  Senior 
Librarian  in  Grade  IV  or  if  appointed  otherwise  than 
by  promotion  from  Grade  IV,  at  least  five  years  of  ex- 
perience in  work  of  Senior  Librarian,  Grade  IV  char^ 
acter  and  standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMFEBBATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  ser\'ice  is  from  $5100  to  $5700,  inclusive, 
with  standard  salary  rates  as  follows:  $5100,  $5400, 
$5700. 

SPECIAL  BEOITLATIOir  OOVEKNINO    SALAET  RATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 


REGEirrS  EXAIONER  GROUP  (E  8) 

Educational  Servian 
DefinUion:  RegtnU  Ewammer  Chroup 

The  term  Regents  Examiner  Group  i&  used  to  identify  those 
authorized  employments  of  the  Educational  Service^  the  incumb- 
ents of  which  are  required  to  prepare  question  papers,  to  conduct 
examinations,  to  rate  answer  papers  and  to  perform  such  other 
related  work  as  may  be  required  in  the  administration  of  the 
R^ents  examination  system. 
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GBADE  I  (E  8  I)  Educational  ServUm 

TITLE  OP  POSITIORB—  Regmt9  Ewaminer  Group 

REGENTS  EXAMINER 
DITTIES— 

Definition: 

The  duties  of  mciunbents  of  these  positions  are  to 
prepare  question  papers  used  in  Regents  examinations 
and  in  other  examinations  conducted  by  the  University 
of  the  State  of  New  York,  to  rate  answer  papers  of  such 
examinations,  to  record  the  results  of  such  examinations, 
to  issue  credentials  therefor,  and  to  perform  such  other 
related  work  as  may  be  assigned. 

Eoample9: 

Preparing  question  papers  for  the  Cornell  Univereity 
scholarship  examination,  for  the  State  teachers  examination, 
for  training  class  and  training  school  examinations  or  for 
Regents  examinations. 

QVALIFICATIOINS  — 

Persons  holding  these  positions  shall  have: 

1.  A  degree,  diploma  or  certificate  granted  on  com- 
pletion of  a  standard  course  of  instruction  in  a  college 
of  recognized  standing. 

2.  Not  less  than  three  years  of  experience  in  teach- 
ing the  subject  or  subjects  covered  in  the  position  to  be 
filled  in  a  secondary  school  or  schools  approved  by  the 
Board  of  Regents  of  the  University  of  the  State  of  New 
York. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission  acting  in  co- 
operation with  the  Boaird  of  Regents  of  the  University 
of  the  State  of  New  York. 

COMFENBATIOS  — 

The  range  of  annual  compensation  of  this  Orade 
for  full  time  service  is  from  $960  to  $1320,  inclusive^ 
with  standard  salary  rates  as  follows:  $960,  $1020, 
$1080,  $1200,  $1320. 
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OaADEn(B8n)  Educ<Uion<a  service 

TITLES  OP  POSITIONS  —  Regente  Ewaminer  Group 

SENIOK  REGENTS  EXAMINER 
SENIOR  REGENTS  EXAMINER  (EDITOR) 
DTJTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions^  which 
may  involve  supervision  of  employes  in  Grade  I,  and 
the  editing  of  R^ents  examination  questions,  requiring 
highly  specialized  knowledge  and  training,  are  to  pre- 
pare questions,  conduct  examinations  and  rate  papers 
for  Regents  credentials  on  lectural  and  advanced  sub- 
jects, and  to  perform  other  services  of  similar  character 
and  standard. 

Eofamplea: 

Criticising  question  papers  prepared  by  examiners. 

Rating  papers  in  college  graduate  and  teachers'  sub- 
jects. ' 

Conducting  teachers'  and  professional  examinations. 

Supervision  of  clerical  work  relating  to  issuance  of 
.    academio  credentials. 

Conducting  correspondence  with  superintendents  and 
principles  concerning  Regents  examinations. 

Conduct  the  examinations  for  licenses  to  practice  the 
several  professions  in  the  State  of  New  York. 

Rerating  papers  on  appeal  and  reporting  on  same. 

Editing  questions  in  the  several  subjects  given  in  the 
R^ents  examinations. 

QUAUnCATIOira  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  L 

2.  Not  less  than  two  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  I,  at  least  two  years  of  experience  in  work  of 
Grade  I  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission  acting  in  co-op- 
eration with  the  Board  of  Regents  of  the  University  of 
the  State  of  New  York. 
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COMFENSATKOr  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1440  to  $1800,  inelnsiTe, 
with  standard  salary  rates  as  follows:  $1440,  $1560, 
$1680,  $1800. 


TEACHER  AND  LECTURER  GROUP*  (E  9) 

Educational  Service 
DefinUion:  Teacher  and  Lecturer  €hroup 

The  term  Teacher  and  Lecturer  Group  is  used  to  identify 
those  authorized  employments  of  the  Educational  Service^  the  in- 
cumbents of  which  are  required  to  take  charge  of  the  educational, 
professional  and  vocational  work,  and  to  teach  or  lecture  on  pre- 
scribed subjects  aiLd  courses,  at  those  schools  and  colleges  subject 
to  control  and  regulation  by  the  Board  of  Regents  of  the  Univer- 
si^  of  the  State  of  New  York,  and  to  perform  such  other  related 
duties  as  may  be  necessary  to  the  supervision  and  operation  of  the 
educational  system  at  such  schools  and  oolites. 

*NoiB. — Standard  specifications  for  the  several  grades  of  tliis  group  will 
be  prepared  when  an  institution  of  learning  is  placed  under  the  direct  control 
of  the  Board  of  Regents  and  the  President  of  the  University  of  the  State  of 
New  Toik. 
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PUBLICIT7  SPECIALIST  GROUP  (E  10) 

EduoaiUmdl  Service 
Definition:  Publicity  BpeciaUsi  Oroup 

The  term  Publicity  Specialist  Group  is  used  to  identify  those 
authorized  employments  of  the  Educational  Service,  the  incum- 
bents of  which  are  required  to  direct  and  asErume  responsibility 
for  and  to  carry  on  the  publicity  and  educational  work  of  a  State 
department^  in  which  such  work  is  not  otherwise  provided  for  and 
to  perform  other  related  duties  in  promoting  the  interests  of  such 
d^artmant  through  publicity  and  educational  propaganda. 
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aBADE  I  (B  10  I)  ,.^     ..     ,  o 

^              '  Eduoaitonal  Service 

TITLE  OP  POSITIOITS Publicity  SpeciaUet  Group 

PUBLICITY  SPECIALIST 
DUTIES— 

Definition: 

The  duties  of  the  incumbents  of  these  positions  are 
to  prepare  or  assist  in  the  preparation  of  departmental 
bulletins  and  other  literature;  to  supervise  and  be  re- 
sponsible for  proofreading  and  editorial  revision  of  the 
same;  to  conduct  publicity  and  educational  campaigns 
where  such  work  is  not  otherwise  provided  for;  to  direct 
departmental  exhibit  work  and  to  perform  such  other 
related  duties  as  may  be  required. 

EtBompleB: 

Preparing  Btatements  for  the  press. 

Supervising  or  assisting  in  the  editorial  revision  of  de- 
partmental literature. 

Designing  and  supervising  the  loan  of  departmental 
exhibits  and  conducting  educational  campaigns  through  same. 

QVAUFICATIOira— 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  three  years  of  reportorial  experi- 
ence or  in  other  work  affording  familiarity  with  pub- 
licity methods  and  practice  and  in  editing,  recognized 
by  the  State  Civil  Service  Commission  as  liie  equivalent 
thereof. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COHFENSATIOir  — 

The  range  of  annual  compensation  of  this  Grade 
for  fulltime  service  is  from  $1800  to  $2680,  inclusivey 
with  standard  salary  rates  as  follows:  $1800,  $1980, 
$2160,  $2340,  $2580. 


mVESTIOATIONAL  AND  EXAMININO  SERVICE 

SYMBOL  (F) 
Definition 

The  term  Investigational  and  Examining  Service  is 
used  to  identify  those  authorized  employments  of  the 
State  Government,  the  incumbents  of  which  are  required 
to  assemble,  analyze,  interpret  and  report  upon  facts, 
data  and  other  information  obtained  through  the  in- 
vestigation and  examination  of  practices,  persons  or 
things,  to  be  used  as  a  basis  for  official  action  in  the 
enforcement  of  statutory  or  departmental  regulation 
relative  thereto,  where  such  is  not  provided  for  in  any 
other  Service  specification. 
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AFTER  CARE  AGENT  GROUP  (F  1) 

Inveaiigational  and  Examining  Service 
After  Care  Agent  Oroup 

The  term  After  Care  Agent  Group  is  used  to  identify  those 
authorized  emplojonents  of  the  Investigational  and  Examining 
Service,  the  incumbents  of  which  are  required  to  regularly  visit, 
assist  and  generally  care  for  patients  paroled  from  State  hospitals 
for  the  insane,  to  keep  prescribed  records  and  reports  and  to 
perform  other  work  relating  to  welfare  of  such  persons. 
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QRADE  I  (F  1  I)  Jnveatigational  and  Eopamining  Service 

After  Care  Agent  Oroup 

TITLE  OF  P0SITI017S— 

AFTER  CARE  AGENT 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 

visit  regularly,  assist  and  generally  care  for  patients 

paroled  from  State  hospitals  for  the  insane,  to  ke^ 

prescribed  records  and  reports  and  to  perform  oilier 

related  work. 

Eaamplea: 

Accompanying  patients  to  domestic  relations  oourt^  law 
offices^  railroad  stations  and    various  clinics. 

Visiting  co-operating  societies  and  employment  agencies. 
Preparing  case  histories. 

QUALIFICATIONS— 

Persons  holding  these  positions  shall  have: 
1.-  !Not  less  than  two  years  of  service  in  Grade  II, 
^KTurse  Group  of  the  Professional  and  Scientific  Service, 
or  Grade  II,  Attendant  Group  of  the  Institutional 
Service,  or  if  appointed  otherwise  than  by  promotion 
from  Grade  II,  Nurse  Group,  or  Grade  II,  Attendant 
Group,  at  least  two  years  of  experience  in  work  of 
Grade  II,  Nurse  Group,  or  Grade  II,  Attendant  Group, 
character  and  standard,  or  at  least  two  years  of  experi- 
ence in  social  investigative  work  of  equivalent  character 
and  standard. 

COMPENSATION— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $600  to  $720,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows: 
$600,  $660,  $720. 

For  positions  in  this  Group,  where  the  incumbent 
is  required  to  take  charge  of  the  after  care  work  for  two 
or  more  State  hospitals  for  the  insane,  the  annual 
standard  rates  shall  be  $840  to  $960,  inclusive,  with 
maintenance. 


BANK  EXAMINER  GROUP  (F  2) 

IfwetUgatUmdl  and  Bteamining  Service 
DefinUion:  Bank  Bteaminer  Oroup 

The  term  Bask  Examiner  Group  is  used  to  identify  those 
authorized  employments  of  the  Investigational  and  Examining 
Sendee,  the  incumbents  of  which  are  required  to  examine  the 
books  of  accounts  and  other  records  of  banking  institutions  for 
the  purpose  of  determining  their  solvency  and  the  conformity  of 
practice  and  methods  to  statutory  and  departmental  regulation. 
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QBADE  I  (F  2  I)  InvesHgatumal  and  Bwomimmg  Service 

Bamk  Bwaminer  Oroup 
TITLE  OF  POSITIONS  — 

ASSISTANT  BANK  EXAMINER 

DUTIES  — 

Definiiicn: 

The  duties  of  incmnbents  of  these  positionSy  wbich 
require  a  thorough  knowledge  of  the  law  and  practice 
governing  banking  institutions  and  of  auditing  and 
accounting  practice,  are  to  execute  important  assign- 
ments involved  in  the  examination  of  the  hocks  of 
accounts  and  other  records  of  banking  institutions^  or  to 
supervise  sections  of  examinations  of  minor  importanca 

Baample»: 

Examining^  checkiiig  and  proving  loans. 
Examining  bonds  and  mortgages. 
Counting  and  checking  cash. 

QITALIFICATIOHS  — 

Persons  holding  these  positions  shall  have : 

1.  The  qualifications  prescribed  for  Grade  II  of  the 
Accountant  Group  of  the  Professional  and  Scientific 
Service*  and  in  addition,  at  least  one  year  of  experi- 
ence in  work  of  Grade  II,  Accountant  Group,  character 
and  standard;  or 

2.  !N'ot  less  than  three  years  of  service  in  the  State 
Banking  Department  in  highly  specialized  clerical  woi^ 
requiring  independent  judgment  and  continuing  respon* 
sibility;  or 

3.  'Not  less  than  three  years  of  experience  in  a  bank 
or  banking  institution  in  highly  specialized  clerical  work, 
requiring  independent  judgment  and  continuing  re- 
sponsibility. 

4.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade  for 
full  time  service  is  from  $1800  to  $2160,  inclusive,  with 
standard  salary  rates  as  follows :     $1800,  $1980,  $2160, 

The  range  of  per  diem  compensation  of  this  Grade 
is  from  $6  to  $7,  inclusive,  with  standard  salary  rates 
as  follows:    $6.00,  $6.50,  $7.00. 

*  XoTB. —  For  detailed  qualifications  refer  to  page  75.    Said  qualiflcatioDB 
are  hereby  incorporated  in  the  specification  of  this  Grade. 
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^^^  ^'  *  ^'  Inve^iigational  amd  Examining  Service 

TITLE  OF  POSITIONS—  BomUc  Bwamimer  Br^mp 

BANK  EXAMINER 
BUTIES  — 

Definition: 

The  duties  of  incumbenta  of  these  positions  are  to 
supervise  examinations  of  minor  or  major  importance 
or  primary  divisions  of  important  examinations  of  the 
hooks  of  accounts  and  other  records  of  banking  institu- 
tions, and  to  report  thereon. 

QUALIFICATIONS  — 

Persons  holding  these  positions  shail  have: 

(a)  As  a  basis  for  promotion: 

1.  Not  less  than  two  years  of  service  in 
Grade  I. 

2.  Such  additional  qualifications  as  may  be 
'      required  by  the  State  Civil  Service  Commission. 

(b)  As  a  basis  for  original  appointment: 

1.  The  qualifications  prescribed  for  Grade  III 
of  the  Accountant  Group  of  the  Professional  and 
Scientific  Service;*  or 

2.  Not  les8  than  five  years  of  service  in  the 
State  Banking  Department  in  highly  specialized 
clerical  work  requiring  independent  judgment  and 
continuing  responsibility;  or 

3.  Not  less  than  five  years  of  experience  in 
a  bank  or  banking  institution  in  highly  specialized 
clerical  work  requiring  independent  judgment  and 
continuing  responsibility. 

4.  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  Commission. 

*NonB. —  For  detailed  qualifioations  refer  to  page  77.    Said  qualifleatioiiB 
wt  hereby  incorporate^  in  the  specification  of  this  Grade. 
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COMPENSATION  — 

The  range  of  annual  compenBation  of  this  Grade 
for  full  time  service  is  from  $2340  to  $3540,  inclusive, 
with  standard  salary  rates  as  follows:  $2340,  $2580, 
$2820,  $3060,  $3300,  $3540. 

The  range  of  per  diem  compensation  of  this  Grade 
is  from  $8  to  $12,  inclusive,  with  standard  salary  rates 
as  follows:    $8.00,  $8.50,  $9.25,  $10.00,  $11.00,  $12.00. 

SPECIAL  BEGULATION  OOVESNINO  ADVANCEKEHT  SAIr 

ABT  SATES  — 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed; 
provided  that  the  last  three  salary  rates,  $3060,  $3300 
and  $3540  (or  their  per  diem  equivalents,  $10,  $11  and 
$12),  shall  be  assigned  only  to  positions,  the  IncombeaitB 
of  which  are  charged  with  the  conduct  of  ezamint- 
tions  of  major  importance  and  shall  be  designated  by 
the  work  title  of  Senior  Bank  Examiner. 
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QKADS  IXI  (F  2  m)  Investigational   and  Examining  Service 

Bank  Examiner  Oroup 

TITLES  OF  POSITIONS  — 

SUPERVISING  BANK  EXAMINER 
CHIEF  BANK  EXAMINER 

DUTIES  — 

DefinUian: 

The  dutieB  of  incumbents  of  these  positions  are  to 
direct  and  supervise  the  bureau  or  other  primary  unit 
of  a  State  department  charged  with  the  examination 
of  the  books  of  accounts  and  other  records  of  banking 
institutions^  or  to  supervise  and  direct  examinations 
requiring  the  highest  degree  of  technical  training  and 
administrative  ability. 

QUALIFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  11. 

2.  Not  less  than  three  years  of  service  in  Grade  II, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  II,  at  least  three  years  of  experience  in  work  of 
Grade  II  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION— 

SUPERVISING  BANK  EXAMINER 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $3900  to 
$4500,  inclusive,  with  standard  salary  rates  as  follows : 
$3900,  $4200,  $4500. 

The  range  of  per  diem  compensation  of  this  posi- 
tion in  this  Grade  is  from  $13  to  $15,  inclusive,  with 
standard  salary  rates  as  follows:    $13,  $14,  $15. 

CHIEF  BANK  EXAMINER 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $4800  to 
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$5400,  inclusive,  with  standard  salary  rates  as  follows: 
$4800,  $5100,  $5400. 

The  range  of  per  diem  compensation  of  this  posi- 
tion in  this  Grade  is  from  $16  to  $18,  with  standard 
salary  rates  as  follows:    $16,  $17,  $18. 

SPECIAL  BEOIJLATION  GOyEBHINO  SALABT  SATES  — 

The  entrance  and  other  salary  rates  of  poeitiooB 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 


CIVIL  SERVICE  EXAMINER  GROUP  (F  3) 

JnvettigaiUmal  and  Boamining  Service 
Definition:  Cml  Bervioe  Bwaminer  Oroup 


The  terpi  Civil  Service  Examiner  Oroup  is  used  to  identify 
those  authorized  employments  of  the  Professional  and  Scientific 
Servioe^  the  incumbents  of  which  are  required  to  analyze  the  pre- 
scribed requirements  and  duties  of  the  positions  in  the  Civil 
Service  of  the  State^  to  collect  data  relevant  thereto,  to  prepare 
examination  questions,  to  rate  examination  papers  and  to  perform 
other  technical  work  in  the  establishment  of  eligible  lists  for 
positions  within  the  Civil  'Service  of  the  State  or  in  enforcing 
the  provisions  of  the  State  Civil  Service  Law  and  the  rules  and 
regulations  of  the  State  Civil  Service  Commission. 
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GRADE  I  (F  3  I) 

^            '  lnvt9iigat%(moX  and  Ewamining  Servtoe 

TITIJS  OP  POSITIONS Civil  Service  Examiner  Ctroup 

CIVIL  SERVICE  EXAMINER 
DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
require  ability  to  collect^  classify  and  interpret  infonna- 
tion  relating  to  the  lines  of  work  performed  in  the  State, 
are  to  determine  and  record  duties  and  work  require- 
ments of  positions  in  the  civil  service,  to  prepare  simple 
examinations  on  the  basis  thereof,  to  rate  examination 
papers  and  to  make  minor  investigations  of  depart- 
mental or  other  practice  incident  to  the  enforcement  of 
civil  service  laws  and  regulations  in  the  State,  or  cities 
thereof. 

Ewamplea: 

Preparing  examinations  for  poBitions  in  the  Fint 
or  Second  Grades,  Clerk  Group. 

Preparing  examinations  for  positions  in  the  First 
Grade,  Bookkeeper  Group. 

Rating  papers  therefor. 

Investigating  the  enforcement  of  regulations  goYem- 
ing  the  rating  and  recording  of  individual  efficiency. 

aVAIIFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  Such  education  as  is  evidenced  by  a  degree 
granted  on  completion  of  a  standard  course  of  instruc- 
tion in  a  college  or  technical  school  of  recognized 
standing. 

2.  Not  less  than  two  years  of  practical  experience 
in  engineering,  accounting,  teaching  or  other  profes- 
sional work  of  a  standard  and  character  approved  bj 
the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  anntud  compensation  of  this  Grade 
for  full  time  service  is  from  $1440  to  $1800,  inclusive, 
with  standard  salary  rates  as  follows:  $1440,  $1560, 
$1680,  $1800. 
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The  range  of  per  diem  compensation  of  this  Grade 
is  from  $2.50  to  $5.00,  inclusive,  with  standard  salary 
rates  as  follows:  $2.50,  $3.00,  $3.50,  $4.00,  $4.50, 
$5.00. 
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GRADE  n  (F  3  n) 

^              '  lnve9i%9€^tvmal  and  Ewammmg  Bervtee 

TITLES  OP  POSITIONS ^*^  Service  Examiner  Group 

SENIOR  CIVIL  SERVICE  EXAMINER 
SENIOR  CIVIL  SERVICE  EXAMINER  (STAND- 
ARDS AND  SERVICE  RECORDS) 

DUTIES -» 

SENIOR  CIVIL  SERVICE  EXAMINER 
Definition: 

The  duties  of  incumbents  of  these  positions,  which 
require  specialized  training  and  demonstrated  ability 
in  civil  service  examining  methods,  are  to  assume  re- 
sponsibility for  a  major  division  of  the  examining  work 
of  the  Civil  Service  Commission,  to  prepare  and  rate 
technical,  scientific  or  other  important  written  or  oral 
examinations  requiring  an  intimate  knowledge  of  pro- 
cedures and  employment  conditions  within  a  professional 
or  technical  service  and  to  make  independent  inspec- 
tions and  investigations  of  the  methods  and  practices  of 
'  municipal  civil  service  commissions,  under  the  direc- 
tion of  the  Chief  Examiner. 

Ewoimplee: 

Preparing  and  oonduoiing  ezaminatlonB  for  poaitkmi 
in  Engineer  Group. 

Preparing  and  oonducting  exaioiiiationB  for  poeitioDi 
in  the  Aooountanti  Statistician,  Bookkeeper  and  other 
technical  Oroupe. 

SENIOR  CIVIL  SERVICE  EXAMINER  (STAND- 
ARDS AND  SERVICE  RECORDS) 
Definition: 

The  duties  of  incumbents  of  these  positions,  which 
require  ability  to  investigate  and  report  upon  woikiBg 
conditions  of  the  personnel  within  State  departments, 
are  to  supervise  tiie  installation  and  maintenance  of 
individual  service  records,  to  review  departmental 
ratings,  and  to  perform  related  technical  or  investiga- 
tive work  incidental  to  the  enforcement  of  civil  service 
efficiency  regulations. 
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aVMIFIC  ATIOHS  — 

SENIOR  CIVIL  SERVICE  EXAMINER 
Persons  holding  these  positions  shall  have: 

(a)  As  a  basil  for  promotion: 

1.  Not  less  than  three  years  of  service  in 
Grade  I. 

2.  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  Commission. 

(b)  As  a  basis  for  original  entrance: 

1.  Such  education  as  is  evidenced  by  a  d^ree 
granted  on  completion  of  a  standard  course  of  in- 
struction in  a  college  or  technical  school  of  recog- 
nized standing. 

2.  Not  less  than  five  years  of  experience  in 
the  practice  of  engineering,  accounting,  teaching 
or  other  professional  work  of  a  character  and 
standard  approved  by  the  'State  Civil  Service 
Commission. 

3.  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  Commission. 

SENIOR  CIVIL  SERVICE  EXAMINER  (STAND- 
ARDS AND  SERVICE  RECORDS) 
Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  two  years  of  service  in  Grade  I,  a 
major  portion  of  which  must  have  been  spent  in  work 
related  to  service  records,  or  if  appointed  otherwise 
than  by  promotion  from  Grade  I,  at  least  two  years  of 
experience  in  work  related  to  efficiency  records,  of 
Grade  I  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1980  to  $2580,  inclusive, 
with  standard  salary  rates  as  follows:  $1980,  $2160, 
$2840,  $2680. 
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SPECIAL  SEOTTLATION  OOVESRINO  ADVAHCEKEHT  8AIr 

ABT  EATES— 

Advancement  within  this  Grade  is  conditional  upon 
appraisal^  under  the  rules  of  the  State  Civil  Service 
Commissiony  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed. 
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GRADE  m  (F  8  ttt> 

^  '  Inveattgatumal  and  Examining  Service 

TITLES  OF  POSITIONS  -—   ^*^'  Service  Examiner  Oroup 

CHIEF  CIVIL  SERVICE  EXAMINER 

CHIEF  CIVIL  SERVICE  EXAMINER  (STAND- 

ARDS  AND  SERVICE  RECORDS) 

DUTIES  — 

CHIEF  CIVIL  SERVICE  EXAMINER 
Definition: 

The  duties  of  the  incumbent  of  this  position,  which 
require  the  widest  knowledge  of  civil  service  examining 
technique,  are  to  direct  the  work  of  the  Examining 
Division  and  assume  complete  responsibility,  subject  to 
the  supervision  of  the  Civil  Service  Commission,  for  the 
arrangement,  conduct  and  rating  of  all  civil  service 
examinations  and  for  inspections  and  investigations  of 
the  methods  and  practice  of  municipal  civil  service 
commissions. 

CHIEF  CIVIL  SERVICE  EXAMINER  (STAND- 

ARDS  AND  SERVICE  RECORDS) 
Definition: 

The  duties  of  the  incumbent  of  this  position  are  to 
inaugurate  and  direct^  under  the  supervision  of  the  Civil 
Service  Commission,  investigations  and  studies  of  organ- 
ization, system  and  procedure  of  departments,  divisions 
and  bureaus  of  the  State,  to  install  and  supervise  a  sys- 
tem of  individual  service  records  as  one  of  the  bases 
of  promotion  and  demotion,  with  a  system  of  checks 
thereon,  and  to  make  other  investigations  pertinent  to 
the  development  of  a  modem  system  of  employment  in 
the  State  servica 

aVAUFICATIONS  — 

CHIEF  CIVIL  SERVICE  EXAMINER 

r&6  person  holding  this  position  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  IL 

2.  Not  less  than  two  years  of  service  in  Grade  II,  or 
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if  appointed  otherwise  than  by  promotion  from  Grade  II, 
at  least  three  years  of  experience  in  work  of  Grade  II 
character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

CHIEF  CIVIL  SERVICE  EXAMINER  (STAND- 
ARDS AND  SERVICE  RECORDS) 
The  person  holding  this  position  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  XL 

2.  Not  less  than  three  years  of  service  in  Grade  II 
in  work  related  to  service  records^  or  if  appointed 
otherwise  than  by  promotion  from  Grade  H,  at  least  five 
years  of  experience  in  charge  of  work  related  to  service 
records  of  Grade  II  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

C0MPEH8ATI0H  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $3300  to  $4500,  inclusive, 
with  standard  salary  rates  as  follows:  $3300,  $3600, 
$3900,  $4200,  $4500. 

SPECIAL  BEOITLATION  OOVSBNnrO  SALABT  RATES - 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Ghrade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 


EXAMINER  OF  OOBIPENSATION  CLAIMS  GROUP 

(F4) 

Investigational  and  Examining  Service 
Bwaminer  of  Compeneation  Claims  Group 

Definition: 

The  term  Examiuer  of  Compensation  Claims  Group  is  used 
to  identify  those  authorized  employments  of  the  Investigational 
and  Examining  Service,  the  incumbents  of  which  are  required 
to  make  examinations  and  field  investigations  and  hold  hearings 
relative  to  claims  for  compensation  under  the  provisions  of  the 
Workmen's  Compensation  Law  and  to  perform  other  related  work. 
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OSADE  I  f  F  4  I) 

^  '  Investigational  a/nd  Eopomining  Service 

TTTT.Tg  OF  FOSITIOH S  —  '^^i'^^*^^*^^  ^f  Compensation  Claims  Group 

EXAMINER  OF  CLAIMS 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
are  performed  under  supervision,  are  to  make  routine 
examinations  of  claims  for  compensation  under  the  pro- 
visions of  the  Workmen's  Compensation  Law,  to  make 
field  investigations  relative  thereto  when  necessaiy,  in 
order  to  determine  questions  of  fact,  to  make  recom- 
mendations for  awards,  to  serve  subpoenas  and  to  per- 
form other  work  of  equivalent  character  and  standard. 

QTJALIFIC  ATIOHS  — 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  two  years  of  experience  in  pro- 
fessional, commercial  or  industrial  work,  or  in  public 
service,  affording  opportunity  to  become  familiar  with 
the  type  of  work  covered  in  the  position  to  be  filled. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1080  to  $1440,  inclusive, 
with  standard  salary  rates  as  follows:  $1080,  $1200, 
$1320,  $1440. 
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^  '  Itwe»t%gattonal  and  Isaamtntng  Servtce 

TETU!  OP  POSinOHS  —  -^'"O"**'*^  "f  Compentation  Claims  Group 

SENIOR  EXAMINER  OF  CLAIMS 
DVTZBS  — 

Definition: 

The  duties  of  inciunbents  of  these  positions,  which 
are  performed  under  supervision,  are  to  examine  claims 
for  compensation  under  the  provisions  of  the  Work- 
men's Compensation  Law  involving  difficult  questions  of 
law  or  fact,  to  make  field  investigations  relative  thereto, 
to  make  recommendations  for  awards  and  to  perform 
other  work  of  equivalent  character  and  standard. 

QUALEnC  ATI0N8  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  L 

2.  Not  less  than  two  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  I,  at  least  three  years  of  experience  in  work  of 
Grade  I  character  and  standard. 

r3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COM?£NSATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1560  to$1980,  inclusive, 
with  standard  salary  rates  as  follows:  $1560,  $1680. 
$1800,  $1980. 
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GRADE  m  (F  4  HI)  Jnveatigaiumal  ami  Emammmg  Servioe 

TITLE  OF  POSITIONS Bwaminer  of  Competuation  CUUmm  Group 

EEFEREE  (COMPENSATION  CLAIMS) 
DITTIES— 

Defimiion: 

The  duties  of  incumbeiits  of  these  poeitioii%  wliicfa 
require  judgment  and  independent  reBponaibility,  are  to 
direct  and  supervise  the  activities  of  a  district  office  of 
that  department  of  the  State  government  charged  with 
the  enforcement  of  the  provisions  of  the  Workmen's 
Compensation  Law,  to  hold  hearings,  direct  investiga- 
tions^ take  depositions,  administer  oaths^  issue  subpoenas, 
compel  attendance  of  witnesses  and  the  productiaD.  of 
books,  accoimts,  papers,  records  and  testimonies^  to  make 
awards  and  decisions  and  to  issue  orders  involved  in  the 
administration  of  the  provisions  of  said  law. 
QUALIFICATIONS  — 

Persons  holding  these  pomiions  shall  home: 

1.  Not  less  than  three  years  of  service  in  Grade  II, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  II,  at  least  six  years  of  experience  in  profesBioiial, 
commercial  or  industrial  work,  or  in  public  service^ 
afiPording  opportunity  to  acquire  special  knowledge  of 
the  work  covered  in  the  position  to  be  filled,  at  least 
three  years  of  which  shall  have  been  in  an  administrative 
capacity. 

2.  Such  additional  qualifications  as  may  be  required 

by  the  State  Civil  Service  Commission. 
COHFEHSATION  — 

The  range  of  annual  compensation  of  this  Grade 

for  fnll  time  service  is  from  $2580  to  $3540,  inclusive. 

with  standard  salary  rates  as  follows:     $2680,  $2820, 

$3060,  $3800,  $3540. 

SPECIAL  BEOULATIOH  OOVEKimrO  ADYAHOEMEHT  SAIr 

ABT  HATES— 

Advancement  witihin  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed. 
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QSADE  IV  (F  4  IV)  Inve9tigatvmal  and  Smmining  Servioe 

Ewaminer  of  Compensation  CUUms  Oroup 

TITLE  OF  POSinOH  — 

CHIEF  EXAMINER  OF  CLAIMS 
DimES  — 

• 

Definition: 

The  duties  of  the  incumbent  of  this  position  are  to 
direct  and  aasume  responsibility  for  the  activities  of  a 
division  or  other  primary  unit  of  the  State  department 
charged  with  the  administration  and  enforcement  of 
the  Workmen's  Compensation  Law,  involving  the  receipt 
and  examination  of  reports  of  injuries  and  testimony 
in  support  of  claims  for  oompensation,  the  making  of 
field  investigations  and  the  preparation  of  data  relative 
thereto  for  use  in  the  determination  of  the  awards,  the 
notification  of  all  interested  parties  as  to  times  of  hear- 
ings and  the  disposition  of  claims,  and  the  keeping  of 
records  of  awards  made  and  payments  thereof. 

QUAUFICATIOHB— 

The  person  holding  this  position  shall  have: 

(a)  As  a  basil  for  promotion: 

1.  Not  less  than  five  years  of  service  in 
Ghrade  II,  or  at  least  two  years  of  service  in 
Grade  III. 

2.  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  Commission. 

(b)  As  a  basil  for  original  entrance : 

1.  Not  less  than  five  years  of  experience  in  an 
administrative  capacity  in  professional,  conmiercial 
or  industrial  work,  or  in  public  service,  of  Grade  III 
character  and  standard. 

2.  Sudi  additional  qualifications  as  may  be 
required  by  the  ^9tate  Civil  Service  Commission. 

COHFEHSATIOH  — 

«  •  •  •  * 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $3Q00  to  $4500,  inclusive, 
with  standard  salary  ratQs/a$i  fc^Qows;  $3600,  $3900, 
$4200,  $4600. 
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GSADE  V  (F  4  V)  InvesUgatiotuU  <md  Emumining  Bervie* 

Etmminer  of  CompetMation  Claimg  Oroup 

TITLE  OF  POSmOH  — 

DIRECTOR  or  WORKMEN'S  COMPENSATION 
BUREAU 
DITTIES  — 

Definition: 

The  duties  of  the  incumbent  of  this  position  axe  to 
direct  and  assume  complete  responsibility  for  the  activi- 
ties of  that  bureau  or  other  primary  unit  of  the  State 
government  charged  directly  with  the  administration 
and  enforcement  of  the  Workmen's  Compensation  Law. 

QTJALIFIC  ATIOHS  — 

2'he  person  holding  this  position  shaU  have: 

1.  A  degree  of  Bachelor  of  Laws  granted  by  a 
college  of  recognized  standing,  or  a  certificate  or  record 
of  admission  to  the  bar  of  New  York  State,  or  experience 
recognized  by  the  State  Oivil  Service  Commission  as 
the  equivalent  thereof. 

2.  Not  lees  than  two  yeai'S  of  service  in  Grade  IV, 
or  at  least  four  years  of  service  in  Grade  III,  or  if 
appointed  otherwise  than  by  promotion,  not  less  than 
eight  years  of  practical  experience  in  professional,  com- 
mercial or  industrial  work,  or  in  public  servioe,  at  least 
five  years  of  which  shall  have  been  in  a  capacity  requir- 
ing a  high  order  of  organizing  and  executive  ability 
and  at  least  three  years  of  which  shall  have  been  in  woii 
affording  special  opportunity  to  became  familiar  with 
the  principles  of  compensation  insuninca 

3.  'Such  additional  qualifications  as  may  be  required 

by  the  State  Civil  Service  Commission. 

COHPENSATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $4800  to  $6000,  inclusive, 
with  standard  salary  rates  as  follows:  $4800,  $5100, 
$5400,  $5700,  $6000. 


EXAMINER  OF  CORPORATION  TAX  GROUP  (F  5) 

Jnveatigatianal  and  Ewamining  Bervie^ 
J)  Jl    *±'  Eseaminer  of  Corporatum  Taw  Chnmp 

The  term  Examiner  of  Corporation  Tax  Group  is  used  to 
identify  those  authorized  employments  of  the  Investigational  and 
Examining  Service,  the  incumbents  of  which  are  required  to 
direct  and  conduct  such  investigations  regarding  delinquent  cor^ 
porationSy  involving  the  examination  of  officers,  books  and  records 
and  operating  methods  as  may  be  necessary  to  the  determination 
and  fixation  of  corporation  taxes  and  the  enforcement  of  the  pro- 
visions of  the  Tax  Law  relative  thereto. 
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OBADE  I  (F  5  I)  InveatigiUumal  and  Bmamimmg  Bmrwem 

JPtfomtner  of  Oorpo/ra/^/om  Tom  Bromp 
TITLE  OF  POSITIONS  — 

EXAMINER  OF  CORPORATION  TAX 
DUTIES— 

DefinUion: 

The  duties  of  incumbents  of  these  positions  are  to 
make,  under  supervision,  such  investigations  regarding 
delinquent  corporations,  involving  the  examination  of 
officers^  books,  records  and  operating  methods,  as  may 
be  necessary  to  the  determination  and  fixation  of  corpo- 
ration taxes  and  the  enforcement  of  the  provisions  of 
the  Tax  Law  relative  thereto. 


Persons  holding  these  positions  shaU  ha4)e: 

1.  Not  less  than  three  years  of  experience  in  pro- 
fessional or  commercial  work,  or  in  the  public  service, 
affording  opportunity  to  become  familiar  with  account- 
ing and  operating  methods  of  corporations;  provided, 
that  a  degree  of  Bachelor  of  Laws  granted  by  a  college 
of  recognized  standing,  or  evidence  of  admission  to  the 
bar  of  the  State  of  New  York,  or  such  training  io 
accounting  as  is  evidenced  by  a  degree,  diploma  or  cer 
tificate  granted  on  completion  of  a  standard  course  of 
instruction  in  an  accounting  school  of  recognized  stand- 
ing, will  be  accepted  in  lieu  of  two  years  of  the  experi- 
ence requirement  in  this  section. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Conunission. 

COHPEHSATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  fvll  time  service  of  not  less  than  1800  woridng  boon 
per  annum  is  from  $1560  to  $1080,  inclusive,  with 
standard  salary  rates  as  follows:  $1560,  $1680,  $1800, 
$1080. 
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The  annual  oompensation  of  this  Grade  for  part 
time  service  of  not  leas  than  1000  working  hours  per 
annum,  is  $1500. 

The  annual  compensation  of  this  Gtade  for  part 
time  service  of  not  less  than  750  working  hours^  hut 
not  more  than  1000  working  hours  per  annum,  is  $1200. 
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CntADX  H  (F  6  H)  Inv€$tigiUiondl  and  Ewamimmg 

Bwaminer  of  OorporatUm  Tom  €hroup 

TITLE  OF  POSITION — 

SENIOR  EXAMINER  OF  CORPORATION  TAX 

DUTIES— 

Definition: 

The  duties  of  the  incumbent  of  this  position  are 
to  direct  and  assume  complete  responsibility  for  the 
activities  of  an  important  division  of  that  bureau  or 
other  primary  unit  of  a  State  department  charged 
with  the  enforcement  of  the  provisions  of  the  Tax  Law 
relative  to  the  assessment  of  corporation  taxes. 

Ewample: 

Directing  activities  of  the  New  York  office  of  the  State 
Tax  Department. 

Qir AUFICATIOirS  — 

The  person  holding  this  position  shall  ha/ve: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  two  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  I^  at  least  two  years  of  experience  in  work  of 
Grade  I  character  and  standard. 

3.  (Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COHPEHSATIOH— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $2160  to  $2580,  inclusive, 
with  standard  salary  rates  as  follows:  $2160,  $2340, 
$2580. 
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OQtADE  in  (F  6  m)  Invettigutumal  am/d  BmtmUimg  Bervim 

Ewmminer  of  Oorporaiian  Tact  Ofrmp 

TITLE  OF  POSmOS  — 

SUPERVISING  EXAMINER  OF  CORPORATION 
TAX 

DUTIES— 

Defimtian: 

The  duties  of  the  incumbent  of  this  position  are  to 
assist  in  the  direction  and  supervision  of  the  activities 
of  that  bureau  or  other  organization  unit  of  a  State 
department  charged  with  the  enforcement  of  the  pro- 
visions of  the  Tax  Law  relative  to  the  assessment  of 
corporation  taxes. 

QUAUnCATIOHS— 

Persons  holding  these  positions  shall  ha/ve: 

1.  The  qualifications  prescribed  for  Grade  V  of 
the  Clerk  Group  of  the  Clerical  Service*  and  in  addi- 
tion at  least  three  years  of  service  in  Grade  V ;  or,  if 
appointed  otherwise  than  by  promotion  from  Grade  V, 
not  less  than  five  years  of  experience  in  professional  or 
commercial  work  or  in  public  service  affording  oppor^ 
tunity  to  become  familiar  with  the  type  of  work  cov- 
ered in  this  position ;  provided  that  a  degree  of  Bachelor 
of  Laws  granted  by  a  college  of  recognized  standing 
or  evidence  of  admission  to  the  Bar  of  the  State  of 
New  York  will  be  accepted  as  the  equivalent  of  two 
years  of  the  experience  requirement  in  this  section. 

2.  Such  additional  qualifications  as  may  be  pre- 
scribed by  the  State  Civil  Service  Commission. 

COXPEHSATIOir— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $2820  to  $3300,  inclusive, 
with  standard  salary  rates  as  follows:  $2820,  $3060, 
$3300. 

*NoTE. —  For  detailed  qualiAcationa  refer  to  page  34.     Said  qualiAcationB 
Are  hereby  incorporated  in  the  specification  of  this  Grade. 
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'  '  InveBtigaiional  and  Examining  Service 

TTHjK  of  POSITIOHS  —  ^^^^^^^^^^^  of  compensation  Claime  Group 

EXAMINER  OF  CLAIMS 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
are  perfonned  under  supervision,  are  to  make  routine 
examinations  of  claims  for  compensation  under  the  pro- 
visions of  the  Workmen's  Compensation  Law,  to  make 
field  investigations  relative  thereto  when  necessary,  in 
order  to  determine  questions  of  fact,  to  make  recom- 
mendations for  awards,  to  serve  subpoenas  and  to  per- 
form other  work  of  equivalent  character  and  standard. 

Qir AUFIC  ATIOHS  — 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  two  years  of  experience  in  pro- 
fessional, commercial  or  industrial  work,  or  in  public 
service,  affording  opportunity  to  become  familiar  with 
the  type  of  work  covered  in  the  position  to  be  filled. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COHPEHSATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1080  to  $1440,  inclusive, 
with  standard  salary  rates  as  follows:  $1080,  $1200, 
$1320,  $1440. 
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^  '  Investigational  and  Maoamining  Service 

TITLE  OF  POSITIOHS  —  ^^'^^'^^^^  ^t  Compensation  Claims  Group 

SENIOR  EXAMINER  OF  CLAIMS 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
are  performed  under  supervision,  are  to  examine  claims 
for  compensation  under  the  provisions  of  the  Work- 
men's Compensation  Law  involving  difficult  questions  of 
law  or  fact,  to  make  field  investigations  relative  thereto, 
to  make  recommendations  for  awards  and  to  perform 
other  work  of  equivalent  character  and  standard. 

QUALIFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  two  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  I,  at  least  three  years  of  experience  in  work  of 
Grade  I  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

GOIOPEHSATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1560  to$1980,  inclusive, 
with  standard  salary  rates  as  follows:  $1560,  $1680. 
$1800,  $1980. 
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GRADE  m  (F  4  HI)  investigational  and  Bwamming  Bmvioe 

TITLE  OF  POSITIONS— ^'''*^''^^'*^  ^f  Clof^P^*^^<^^^^^  CUUmB  Chnoup 

REFEEEE  (COMPENSATION  CLAIMS) 
DUTIES— 

Definition: 

The  duties  of  incumbents  of  these  positionfl^  whidb 
require  judgment  and  independent  responsibility,  are  to 
direct  and  supervise  the  activities  of  a  district  office  of 
that  department  of  the  State  government  charged  with 
the  enforcement  of  the  provisions  of  the  Workmen's 
Compensation  Law,  to  hold  hearings,  direct  investiga- 
tions, take  depositions,  administer  oaths^  issue  subpcenasy 
compel  attendance  of  witnesses  and  the  production  of 
books,  accoimts,  papers,  records  and  testimonies^  to  make 
awards  and  decisions  and  to  issue  orders  involved  in  the 
administration  of  the  provisions  of  said  law. 
QVAinTC  ATIOHS  — 

Persons  holding  these  positions  shaU  have: 

1.  Not  less  than  three  years  of  service  in  Grade  II, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  II,  at  least  six  years  of  experience  in  prof  essional, 
commercial  or  industrial  work,  or  in  public  service^ 
affording  opportunity  to  acquire  special  knowledge  of 
the  work  covered  in  the  position  to  be  filled,  at  least 
three  years  of  which  shall  have  been  in  an  administrative 
capacity. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

GOHPEHSATIOir  — 

The  range  of  annual  compensation  of  this  Grade 

for  full  time  service  is  from  $2580  to  $3540,  inclusive. 

with  standard  salary  rates  as  follows:     $2580,  $2820, 

$3060,  $3300,  $3540. 

SPECIAL  BEOVLATIOE  OOVEBNIirO  ADVAHOEHEITT  BAL- 

ABT  KATES  ~ 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  -Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed. 
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CttADE  IV  (F  4  IV)  Investigiitumal  a/nd  EMunming  Berpioe 

Bwaminer  of  Compenaation  Claims  OfX}up 

TITLE  OF  FOSrnOH  — 

CHIEF  EXAMINER  OF  CLAIMS 
DUTIES  — 

■ 

Definiiion: 

The  duties  of  the  incumbent  of  this  position  are  to 
direet  and  aasume  responsibility  for  the  activities  of  a 
division  or  other  primary  unit  of  the  State  department 
charged  with  the  administration  and  enforcement  of 
the  Workmen's  Compensation  Law,  involving  the  reoeipt 
and  examination  of  reports  of  injuries  and  testimony 
in  support  of  claims  for  compensation,  the  making  of 
field  investigations  and  the  preparation  of  data  relative 
thereto  for  use  in  the  determination  of  the  awards^  the 
notification  of  all  interested  parties  as  to  times  of  hear- 
ings and  the  disposition  of  claims  and  the  keeping  of 
records  of  awards  made  and  payments  thereof. 

QITALIFICATIOHS— 

The  person  holding  this  position  shall  have: 

(a)  As  a  basis  for  promotion: 

1.  Not  less  than  five  years  of  service  in 
Orade  11^  or  at  least  two  years  of  service  in 
Grade  IIL 

2.  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  Commission. 

(b)  Am  a  basis  for  original  entrance: 

1.  Not  less  than  five  years  of  experience  in  an 
administrative  capacity  in  prof essional,  commercial 
or  industrial  work,  or  in  public  service,  of  Grade  III 
character  and  standard. 

2.  Such  additional  qualifications  as  may  be 
required  by  the  iState  Civil  Service  Commission- 

COXPENSATION  ~ 

•  •  •  • 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $3Q00  to  $4500,  inclusive, 
with  standard  salary  rates^  a^  follows;  $3600,  $3900^ 
$4200,  $4600. 


306 

GRADE  V  (F  4  V)  InvestigatiomU  and  BtMmining  Service 

Baaminer  of  Compvnaation  CUUms  Oroup 

TITLE  OF  POSITION  — 

DIRECTOR  OF  WORKMEN'S  COMPENSATION 
BUREAU 

« 

DUTIES— 

DefinUion: 

The  duties  of  the  incumbent  of  this  position  are  to 
direct  and  assume  complete  responsibility  for  the  activi- 
ties of  that  bureau  or  other  primary  unit  of  the  State 
government  charged  directly  with  the  administration 
and  enforcement  of  the  Workmen's  Compensation  Law. 

Qir AUFIC  ATIOHS  — 

2'he  person  holding  this  position  shall  have: 

1.  A  degree  of  Bachelor  of  Laws  granted  by  a 
college  of  recognized  standing,  or  a  certificate  or  record 
of  admission  to  the  bar  of  New  York  State,  or  experience 
recognized  by  the  State  Civil  Service  Commission  as 
the  equivalent  thereof. 

2.  Not  lees  than  two  years  of  service  in  Grade  IV, 
or  at  least  four  years  of  service  in  Orade  III,  or  if 
appointed  otherwise  than  by  promotion,  not  less  than 
eight  years  of  practical  experience  in  professional,  com- 
mercial or  industrial  work,  or  in  public  service,  at  least 
five  years  of  which  shall  have  been  in  a  capacity  requir- 
ing a  high  order  of  oi^nizing  and  executive  ability 
and  at  least  three  years  of  which  shall  have  been  in  work 
affording  special  opportunity  to  became  familiar  with 
the  principles  of  compensation  insurance. 

3.  Guch  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COHPENSATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  fuU  time  service  is  from  $4800  to  $6000,  inclusive, 
with  standard  salary  rates  as  follows:  $4800,  $5100, 
$5400,  $5700,  $6000. 


EXAMINER  OF  CORPORATION  TAX  GROUP  (F  6) 

InvettigatUmal  and  Bmamining  Service 
D^iituA'  Ewnminer  of  Corparatum  Taw  Group 

The  term  Examiner  of  Corporatioa  Tax  Group  is  used  to 
identify  those  authorized  employments  of  the  Investigational  and 
Examining  Service,  the  incumbents  of  which  are  required  to 
direct  and  conduct  such  investigations  regarding  delinquent  cor^ 
porationsy  involving  the  examination  of  officers,  books  and  records 
and  operating  methods  as  may  be  necessary  to  the  determination 
and  fixation  of  corporation  taxes  and  the  enforcement  of  the  pro- 
visions of  the  Tax  Law  relative  thereto. 
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EXAMINER  OF  DOCUMENTS  AND  RECORDS 
(CORPORATION  PAPERS) 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $1440  to 
$1980,  inclusive,  with  standard  salary  rates  as  follows: 
$1440,  $1560,  $1680,  $1800,  $1980. 

SPECIAL  BEOULATIOir  OOVERHDrO  ADVANCEMiarT  SAL- 

AHT  KATES  FOB  EXAXHTEB  OF  SOdT- 
XEBTS  AKD  BECOBDB  (COBPOEATIOV 
PAPEB8)  — 

Advancement  for  this  position  in  this  Gh^e  is 
conditional  upon  appraisal,  under  the  rules  of  the  State 
Civil  Service  Commission,  indicating  that  the  rate  to 
be  designated  does  not  exceed  the  value  of  the  work  to 
be  performed. 
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02ADE  in  (F  6  m)  Inve9tigational  and  Examimmg  Bertfice 

Ewaminer  of  Documenta  ana  Records  Oraup 

TITLES  OF  POSITIONS  — 

SUPERVISING  EXAMINER  OF  DOCUMENTS 

AND  RECORDS  (MORTGAGE  TAX) 
SUPERVISING  EXAMINER  OF  DOCUMENTS 

AND    RECORDS     (COURT    AND     TRUST 

FUND) 
SUPERVISING  EXAMINER  OF  DOCUMENTS 

AND  RECORDS  (CORPORATION  PAPERS) 
DUTIES — 

SUPERVISING  EXAMINER  OF  DOCUMENTS 

AND  RECORDS  (MORTGAGE  TAX) 
Definition: 

The  duties  of  the  incumbent  of  this  position  are 
to  assist  in  the  direction  and  supervision  of  the  activities 
of  that  bureau  or  other  primary  unit  of  a  State  depart- 
ment charged  with  the  enforcement  of  the  provisions 
of  the  Tax  Law  relative  to  mortgage  taxes. 

SUPERVISING  EXAMINER  OF  DOCUMENTS 
AND    RECORDS     (COURT     AND     TRUST 
FUND) 
Definition: 

The  duties  of  the  incumbent  of  this  position  are 
to  direct  and  supervise  a  major  examining  imit  of  that 
bureau  or  other  primary  unit  of  a  State  department 
charged  with  the  examination  of  court  and  trust  fund 
accounts. 

SUPERVISING  EXAMINER  OF  DOCUMENTS 
AND  RECORDS  (CORPORATION  PAPERS) 
Definition: 

The  duties  of  the  incumbent  of  this  position,  which 
require  a  high  degree  of  administrative  ability,  are  to 
supervise  and  direct  the  activities  of  that  bureau  or 
other  primary  unit  of  a  State  department  charged 
with  the  enforcement  of  the  provisionB  of  the  General 
Corporation  Law  relative  to  the  incorporation  of  cor- 
porations. 
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QVALIFIGATIOirS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  IL 

2.  Not  less  than  two  years  of  service  in  Grade  11, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  11,  at  least  two  years  of  experience  in  work  of 
Grade  II  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Conmiission. 

COHPEirSATIOH  — 

SUPERVISING  EXAMINER  OF  DOCUMENTS 
AND  RECORDS  (MORTGAGE  TAX) 
The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $2340  to 
$3300,  inclusive^  with  standard  salary  rates  as  follows: 
$2340,  $2580,  $2820,  $3060,  $3300. 

SUPERVISING  EXAMINER  OF  DOCUMENTS 
AND    RECORDS    (CORPORATION 
PAPERS) 
The  range  of  annual  compensation  of  this  position 

in  this  Grade  for  full  time  service  is  from  $2340  to 

$3060,  inclusive,  with  standard  salary  rates  as  follows: 

$2340,  $2580,  $2820,  $3060. 

SUPERVISING  EXAMINER  OF  DOCUMENTS 

AND  RECORDS  (COURT  AND  TRUST 

FUND) 

The  range  of  annual  compensation  of  this  position 

in  this  Grade  for  full  time  service  is  from  $2580  to 

$3540,  inclusive,  with  standard  salary  rates  as  follows: 

$2580,  $2820,  $3060,  $3300,  $3540. 

SPECIAL  BEOVLATIOir  OOVERHINa  ADVAHCEMEHT  SAL 

AST  KATES— 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  perfonned. 
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QStADE  IV  (F  6  rV)  InvetUgoiionai  and  Bosamining  Service 

Ewaminer  of  Documents  and  Records  Group 

UTIES  OP  POSIIIOBS  — 

CHIEF    EXAMTISTER    OF    DOCUMENTS    AND 

RECORDS  (MORTGAGE  TAX) 
CHIEF    EXAMINER    OF    DOCUMENTS    AND 

RECORDS  (STOCK  TRANSFER  TAX) 

DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
require  a  high  degree  of  administrative  ability,  are  to 
direct  and  assume  complete  responsibility  for  the  activi- 
ties of  that  bureau  or  other  primary  unit  of  the  State 
department  charged  with  the  enforcement  of  the  pro- 
visions of  the  Tax  Law  relative  to  mortgage  or  stock 
transfer  taxes. 

QVAIIFICATIOHS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  III. 

2.  Not  less  than  three  years  of  service  in  Grade  III, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  III,  at  least  three  years  of  experience  in  work  of 
Grade  III  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COXPEHSATIOH— 

CHIEF    EXAMINER    OF    DOCUMENTS    AND 

RECORDS  (MORTGAGE  TAX) 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $3600  to 
$4200,  inclusive,  with  standard  salary  rates  as  follows : 
$3600,  $3900,  $4200. 

11 
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CHIEF  EXAMINER  OF  DOCUMENTS  ASD 
RECORDS  (STOCK  TRANSFER  TAX) 
The  range  of  azmual  compensatioii  of  this  poritua 
in  this  Grade  for  full  time  service  is  from  $3300  to 
$3900,  inclusive,  with  standard  salary  rates  as  follows: 
$3300,  $3600,  $3900. 


INDUSTRIAL  CODE  EXAMINER  GROUP  (F  7) 

InveaHgatiofuU  €md  Baaminmg  Bervio§ 
D^^nltinrL'  Industrial  Code  Baaminer  Group 

The  term  Induatrial  Code  Examiner  Group  is  used  to 
identify  those  authorized  employments  of  the  Investigational 
and  Examining  Service,  the  incumbents  of  which  are  required  to 
0(Hiduct  hearings,  make  investigations,  organize  advisory  com- 
mittees and  confer  with  such  committees  and  with  architects^ 
engineers,  builders  and  others  for  the  purpose  of  making  recom- 
mendations as  a  basis  for  executive  action  relative  to  the  revision 
or  modification  of  the  Industrial  Code,  to  review  appeals  from 
orders  issued  for  the  enforcement  of  the  Labor  Law  and  the 
reports  and  recommendations  of  inspectors  relative  thereto  and 
to  perform  other  related  work. 
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GRADE  I  (F  7  I)  investigational  and  Examining  fiferrice 

Industrial  Code  Ewaminer  Group 

TITLE  OF  FOSITICnrS  — 

INDUSTRIAL  CODE  EXAMINER 

DUTIES — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
conduct  hearings^  make  investigations,  organize  advis- 
ory committees  and  confer  with  such  committees  and 
with  architects,  engineers,  builders  and  others,  for  the 
purpose  of  Tnaking  recommendations  a&  a  basis  for 
executive  action  relative  to  the  revision  or  modification 
of  lite  Indnstrial  Code,  to  review  appeals  from  orders 
issued  for  the  enforcement  of  the  Labor  Law  and  die 
reports  aiid  reoommendationa  of  iinpeelon  rebttive 
thereto  and  to  perfoon  other  related  woi^« 

QUALIFICATIOHS  — 

Persons  holding  these  positions  AaU  have: 

1.  A  degree  in  meehanieal  or  sanitary  engineering 
granted  on  eompletion  of  a  standard  course  of  instroe- 
ticoL  in  a  college  of  recognized  standing,  and,  in  addition, 

>  not  less  than  five  years  of  experience  in  ei^ineeriiig 

work,  at  least  three  years  of  which  shall  have  been  in  the 
direction  of  industrial  safety  or  fire  prevention  work, 
or  industrial  sanitation;  or 

2.  Xot  less  than  eight  years  of  experience  in  me- 
chanical or  sanitary  engineering  work,  at  least  three 
years  of  which  shall  have  been  in  the  direction  of  in- 
dustrial safety  or  fire  prevention  work  or  industrial 
sanitation. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COKFENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $2820  to  $3540,  inclusive, 
with  standard  salary  rates  as  follows:  $2820,  $3060* 
$3300,  $3540. 


INDUSTRIAL  MEDIATOR  GROUP  (F  8) 

Investigational  and  Swamming  Serviae 
Definiium:  HdoMHai  MaOi^  Group 

The  term  Industrial  Mediator  Groap  is  used  to  identify  those 
authorized  employments  of  the  Investigational  and  Examining 
Service,  the  incnmbents  of  which  are  reqtrired  to  prevent  and  settle 
industrial  disputes,  as  provided  in  the  Lahor  Law. 
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QiBADE  I  (F  8  I)  investigational  and  Examining 

Indttstrial  Mediator  Oroup 

TITLE  OF  POSITIONS  — 

INDUSTRIAL  MEDIATOR 
DUTIES  — 

Definition: 

The  duties  of  incumbeats  of  these  positionSi  which 
involve  independent  responsibility  and  require  a  high 
degree  of  tact  and  judgment  in  handling  important  in- 
dustrial problems,  are  to  visit  any  place  where  an  indus- 
dustrial  dispute  may  be  in  progress  for  the  purpose  of 
collecting  information  relative  to  such  dispute  and  con- 
ferring, co-operating  and  advising  with  the  parties  in 
dispute  in  order  to  effect  a  just  and  amicable  settlement 
of  the  controversy. 

aUAUFICATIONS  — 

Persona  holding  these  positions  shall  hoAje: 

1.  'Sot  less  than  five  years  of  experience  in  pro- 
fessional or  industrial  work,  or  in  public  service,  afford- 
ing special  opportimity  to  become  familiar  with  employ- 
ment conditions  and  labot  problems  in  large  and  well 
established  industries. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission  acting  in  co- 
operation with  the  Industrial  Council. 

OOKPEHSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $2160  to  $3060,  inclusiye^ 
with  standard  salary  rates,  as  follows:  $2160,  $2340, 
$2580,  $2820,  $3060. 

SPECIAL  BEOUIATION  OOVESHnTO  SALAET  KATES -- 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do  not 
exceed  the  value  of  the  work  to  be  performed. 
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gRAmg  H  (F  8  H)  Inveaiigaiicnal  and  EsM^mining  Servic0 
Induatridl  Mediaior  Oroup 

TITLE  OF  FOSmOH  — 

DIRECTOR  OF  INDUSTRIAL  MEDIATION 

DUTIES  — 

Definition: 

The  duties  of  the  incumbent  of  this  position,  which 
require  a  high  d^ree  of  tact  and  judgment,  are  to  direct 
and  assume  complete  responsibility  for  the  work  of 
employes  in  Grade  I,  to  act  as  chairman  of  the  State 
Board  of  Mediation  and  Arbitration,  to  direct  and  con- 
duct examinations  or  investigations  and  to  perform 
other  related  work  for  the  purpose  of  effecting  just  and 
amicable  settlements  of  industrial  disputes. 

QVALIFICATIOHS  — 

The  person  holding  this  position  shall  have: 

1.  Not  less  than  three  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  I,  at  least  three  years  of  experience  in  work  of 
Grade  I  character  and  standard. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commisson. 

COKFEHSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $3600  to  $4800,  inclusive, 
with  standard  salary  rates  as  follows:  $3600,  $3900, 
$4200,  $4500,  $4800. 

SPECIAL  BEGULATION  OOVEKNINO  ADVANCEHENT  SAL- 

A£T  BATES  — 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  in^licating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed. 

Note. —  The  above  standard  specification  shaU  apply  only  to  that  position 
the  incumbent  of  which  has  heretofore  been  designated  as  the  Third  Deputy 
CommiBsioner  of  the  Industrial  Conunission. 


INSURANCE  EXAMINER  GROUP  (F  9) 

Ifnoettigatkmal  and  Btfomkning  Bervica 
Definition:  Inmnramoe  Bwam4ner  Group 

The  term  Insurance  Ezamiiier  Group  is  used  to  identify  those 
authorized  employmentB  of  the  InvestigatiiHial  and  Examining 
Service,  the  incumbents  of  which  are  required  to  exajnine  the 
books  of  accounts  and  other  records  of  insurance  companies  for 
the  purpose  of  determining  their  solvency  and  the  conformity  of 
practice  and  methods  to  statutory  and  departmental  regulation. 
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OBADE  I  (F  9  I)  Invettigatumal  and  Swamimng  Service 

TITLE  OP  POSITIONS  —     ^*****'»*^  Ewaminer  Group 

INSUEANCE  EXAMINER 
DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
require  a  thorough  knowledge  of  the  law  and  practice 
governing  insurance  companies  and  of  auditing  and 
accounting  practice^  are  to  execute  important  assign- 
ments connected  with  the  examination  of  the  books  of 
accounts  and  other  records  of  insurance  companieSy  or 
to  supervise  minor  examinations  or  sections  of  important 
examinations. 

Bwamplea: 

FiTaminiTig  underwriting  methods. 
Examining  classifications  of  risks. 
Examining  and  computing  reserves. 
Kxamining  claim  settlements. 

av AUFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  The  qualifications  prescribed  for  Grade  II  of 
the  Accountant  Group  of  the  Professional  and  Scientific 
Service;*  or 

2.  Not  less  than  three  years  of  experience  in  insur 
ance  work  requiring  independent  judgment  and  contbu- 
ing  responsibility ;  or 

3.  Not  less  than  three  years  of  service  in  the  In8U^ 
ance  Department  in  highly  specialized  clerical  work  re- 
quiring independent  judgment  and  continuing  respon' 
sibility;  or 

4.  A  degree  of  Bachelor  of  Laws  granted  by  » 
college  of  recognized  standing  or  evidence  of  admission 
to  the  bar  of  the  State  of  New  York,  and,  in  addition, 
one  year  of  experience  in  insurance  work  requiring  in- 
dependent judgment  and  continuing  responsibility. 

5.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

*NoTB. —  For  detailed  qualifications  refer  to  page  75.    Said  qualificatiaB< 
are  hereby  incorporated  in  the  specification  of  this  Grade. 
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COXPEHSAnOV  — 

The  range  of  annual  compenflation  of  this  Grade 
for  full  time  service  is  from  $1800  to  $2840,  indusiye, 
with  standard  salary  rates  as  follows:  $1800,  $1980« 
$2160,  $2340. 


332 


GRADE  n  (F  9  n) 

^  '  Investigational  and  Eaamifonff  afrv%ce 

TITLE  OT  TOSrnaSS  —     ^««w»«»  *«»»«•  ^«w*p 


SENIOE  INSURANCE  EXAMINER 

DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
supervise  important  examinations  or  primary  divisions 
of  large  and  important  examinations  of  the  books  of 
accounts  and  other  records  of  insurance  companies  and 
to  report  thereon, 

aTTAUFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  two  years  of  service  in  Grade  I,  or 
if  appointed  otherwise  than  by  promotion  from  Grade  I^ 
at  least  two  years  of  experience  in  work  of  Grade  I 
character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COKFENSATION  — 

The  range  of  annual  compensation  of  this  Grade  for 
full  time  service  is  from  $2580  to  $3640,  inclusive,  with 
standard  salary  rates  as  follows:  $2580^  $2820,  $3060^ 
$3300,  $3540. 

SPECIAL  BEOULATIOH  OOVEBimrO  ADYAHCEKEHT  SAL- 

AKT  RATES  — 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
dp  not  exceed  the  value  of  the  work  to  be  performed; 
provided  that  the  last  two  salary  ratee^  $3300  and 
$3540,  shall  be  assigned  only  to  positions,  the  incomb* 
ents  of  which  are  charged  with  the  conduct  of  examina- 
tions of  major  importance  and  shall  be  designated  bj 
the  working  title  of  Supervising  Insurance  Examiner. 
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^^  ^  '  Inve8t%gatx<mdl  and  Ewamtmng  Service 

TITLE  OP  POSITIONS—   ^«««*w*ca ifaHmtiier  Group 

CHIEF  INSURANCE  EXAMINER 

simEs— 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
supervise  a  primary  examining  unit  of  the  State  depart- 
ment charged  with  the  examination  of  the  books  of 
accounts  and  other  records  of  insurance  companies  and 
to  give  critical  and  constructive  advice  on  insurance 
matters  of  the  highest  order  as  a  basis  for  administrative 
control. 

QUAUPIC  ATI0N8  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  IL 

2.  Not  less  than  three  years  of  service  in  Grade  II, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  II,  at  least  three  years  of  experience  in  work  of 
Grade  II  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  ds  from  $3900  to  $5400,  inclusive, 
with  standard  salary  rates  as  follows:  $3900,  $4200, 
$4500,  $4800,  $5100,  $5400. 

SPECIAL  BEGXTLATION  OOVEKNINO  SALAET  RATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 


EXAMINER  OF  LOCAL  ASSESSMENTS  OKOUP  (F  10) 

Investigational  and  Ewamining  Service 
Ti  j:  '1'  Ewaminer  of  Looal  AMeasmenta  Oroup 

The  term  Examiner  of  Local  Asseesments  Group  is  used  to 
identify  those  authorized  employments  of  the  Investigational  and 
Examining  Service,  the  incumbents  of  which  are  required  to 
collect^  co-ordinate  and  interpret  data  regarding  local  assessments, 
involving  the  appraisal  of  property,  the  examination  of  tax  and 
assessment  rolls  and  of  public  records  relating  to  the  transfer  of 
property,  to  investigate  complaints  r^arding  inequalities  in 
assessments  and  equalizations  and  to  advise  local  assessors  in  the 
performance  of  their  work. 

335 


336 

OS  ADZ  I  (F  10  I)  Investigational  and  Examining  Service 

Ewaminer  of  Local  AascMments  Group 

TITLE  OF  POSmOHS  — 

EXAMINER  OF  LOCAL  ASSESSMEN^TS 

DITTIES  — 

Definition: 

The  duties  of  incmnbents  of  these  positions  are  ta 
collect,  coordinate  and  interpret  data  r^arding  local 
assessments^  involving  the  appraisal  of  property,  the 
examination  of  tax  and  assessment  rolls  and  of  public 
records  relating  to  the  transfer  of  property,  to  investi- 
gate complaints  regarding  inequalities  in  assessments 
and  equalizations,  to  advise  local  assessors  in  the  pei^ 
formance  of  their  work  and  to  perform  other  related 
duties  of  similar  standard  and  character. 

QITALIFICATIONS— 

Persons  holding  these  positions  shaU  have: 

1.  !N'ot  less  than  three  yeais  of  experieaioe  in  profes- 
sional or  commercial  work  or  in  public  service  affording 
opportunity  to  become  familiar  with  real  estate  values, 
with  the  principles^  sjatems  and  methods  of  taxation, 
and  with  public  records  relating  particularly  to  the 
transfer  of  property ;  provided,  that  a  degree  of  Bachelor 
of  Laws  granted  by  a  college  of  recognized  standing  or 
evidence  of  admission  to  the  bar  of  the  State  of  New 
York  will  be  accepted  as  the  equivalent  of  two  years  of 
the  experience  requirement  in  this  section. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

C0HPEN8ATI0H— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1680  to  $2160,  inclusive 
with  standard  salary  rates  as  follows:  $1680,  $1800, 
$1980,  $2160. 


laSCELLANEOUS  INVESTIOATOK  GKOUF  (F  11) 

I»ve9Ugationai  and  Bwamming  Service 
MiMcetkmeoua  Inveetigator  Group 

The  term  Miscellaneoua  Investigator  Group  is  xiBed  to  iden- 
tify those  authorized  employments  of  the  Investigational  and 
Examining  Service^  the  incumbents  of  which  are  required  to 
perform  investigative,  detective  and  examining  work  not  covered 
in  any  other  Group  specification. 
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OBADE  I  (F  11  I)  Inveaiigaiional  and  Examining  Service 

Mitcellaneotts  Investigator  Oroup 

TirUSS  OF  FOSmOHS  — 

INVESTIGATOR  (MISCELLANEOUS) 
INVESTIGATOR  (PRIVATE  BANKERS) 
APPRAISER  (LIVESTOCK) 
APPRAISER  (REAL  ESTATE) 

STTTIES  — 

INVESTIGATOR  (MISCELLANEOUS) 
INVESTIGATOR  (PRIVATE  BANKERS) 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
perform,  under  supervision,  detective  or  investigative 
work  of  a  confidential  nature,  or  to  make  routine  or 
special  investigations  and  examinations  of  methods  and 
practices  for  the  purpose  of  obtaining  l^al  proof  of 
violations  of  statutory  or  departmental  regulation  not 
governed  in  any  other  Group  specification. 

Bwamplea: 

Investigating  fraudulent  practices  of  oommission 
merchants. 

Investigating  character  of  applicants  requesting 
authority  to  conduct  private  detective  agencies. 

Investigating  individuals  and  corporationB  acting  u 
private  bankers  and  not  voluntarily  coming  under  the  su- 
pervision of  the  State  Banking  Department,  for  the  purpose 
of  detecting  violations  of  the  provisions  of  the  Banking 
Law  relative  thereto. 

APPRAISER  (LIVESTOCK) 
Definition: 

The  duties  of  incumbents  of  these  positions  are 
to  appraise,  in  accordance  with  statutory  or  other  regu- 
lations, livestock  condemned  by  veterinarians  represent- 
ing the  State  Department  of  Agriculture,  to  report  on 
same  and  to  perform  such  other  related  work  as  may  be 
assigned. 

APPRAISER  (REAL  ESTATE) 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
inspect,  investigate  and  report  upon  the  conditioD  of 
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real  estate  in  order  to  appraise  the  value  of  such  prop- 
erty in  adjusting  claims  against  the  State  or  in  the  pur- 
chase or  sale  of  lands  for  the  'State. 

QUALmCATIOHS  — 

INVESTIGATOR  (MISCELLANEOUS) 
INVESTIGATOR  (PRIVATE  BANKERS) 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  three  years  of  experience  in  pro- 
fessional or  commercial  work  or  in  public  service  afford- 
ing opportunity  to  become  familiar  with  the  type  of 
work  covered  in  the  position  to  be  filled. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission, 

APPRAISER  (LIVESTOCK) 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  three  years  of  experience  in  the 
handling  of  livestock  or  in  other  work  affording  oppor- 
tunity to  become  familiar  with  the  practices  employed 
in  appraising  the  value  of  same. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

APPRAISER  (REAL  ESTATE) 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  five  years  of  experience  in  com- 
mercial work  or  in  public  service  in  appraising  and 
selling  real  estate. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPEVSATIOH  — 

INVESTIGATOR  (MISCELLANEOUS) 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $1080  to 
$1800,  inclusive,  with  standard  salary  rates  as  follows: 
$1080,  $1200,  $1320,  $1440,  $1560,  $1680,  $1800. 


840 

SPECIAL  BEOULATION  OOVEBNINO  8ALABT  SATES  — 

The  entrance  and  other  salary  rates  classified 
within  this  Grade  are  conditional  upon  appraisal,  under 
the  rules  of  the  State  Civil  Service  Commission,  indi- 
cating that  the  rates  to  be  designated  do  not  exceed  the 
value  of  the  work  to  be  performed. 

INVESTIGATOR  (PRIVATE  BAIsTKERS) 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $1320  to 
$1800,  inclusive,  with  standard  salary  rates  as  follows: 
$1320,  $1440,  $1560,  $1680,  $1800. 

SPECIAL  REOinATION  60VEENINO  ADVAITCEMEirr — 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed. 

APPRAISER  (LIVESTOCK) 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $1080  to 
$1320,  inclusive,  with  standard  salary  rates  as  follows: 
$1080,  $1200,  $1320. 

The  per  diem  compensation  of  this  position  in  this 
Grade  is  $5. 

APPRAISER  (REAL  ESTATE) 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $1560  to 
$1980,  inclusive,  with  standard  salary  rates  as  follow: 
$1660,  $1680,  $1800,  1980. 
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GSADE  n  (F  11  n)  Investigaiional  and  Bwamining  80rvi90 

Miscellaneous  Investigator  Group 

TITLE  OP  POSITIONS  — 

SENIOR  INVESTIGATOR  (MISCELLANEOUS) 

DUTIES  — 

Definition: 

The  duties  of  incumbeiits  of  these  positions,  which 
require  a  thorough  knowledge  of  investigative  technique 
and  involve  independent  responsibility,  are  to  perform 
highly  specialized  investigations  or  examining  work  not 
covered  in  any  other  Group  specification  to  be  used  aB  a 
basis  for  official  action  and  guidance. 

Examples : 

Acting  as  confidential  agent  to  the  Superintendent  of 
State  Prifione. 

Investigating  delinquent  corporations  for  the  purpose 
of  collecting  taxes  or  determining  property  available  for 
levy. 

SALIFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Such  additional  qualifications  as  may  be  pre- 
scribed by  the  State  Civil  Service  Commission. 

COMPENSATION — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1800  to  $2580,  inclusive, 
with  standard  salary  rates  as  follows:  $1800,  $1980, 
$2160,  $2340,  $2580. 

SPECIAL  EEGULATION  OOVEKNINO  SALART  RATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 


EZAMIMER  OF  MUNICIPAL  ACCOUNTS  GROUP 

(P12) 

Inveetigationckl  and  Emamimng  Bervie0 
T)pr'f  Examiner  of  Municipal  AooounU  Oroup 

The  term  Examiner  of  Municipal  Accounts  Group  is  used 
to  identify  those  authorized  employments  of  the  Investigational 
and  Examining  Service^  the  incumbents  of  which  are  required  to 
examine  the  accounting  procedures  and  records  of  municipal  and 
other  civil  divisions  of  the  State  to  determine  the  correctness  and 
the  conformity  of  such  practice  and  methods  to  the  statutory 
and  departmental  regulation  of  the  State  and  the  civil  divisions 
thereof. 

Note:  Elementary  auditing  and  accounting  work  performed  in  asBisting 
Examiners  of  this  Group  will  devolve  upon  Junior  Accountante  recruited 
from  the  Accountant  Group. 
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GRADE  I  (F  12  I)  Inveatigational  and  Swamming  Berviee 

Examiner  of  Munioipal  AooounU  Group 

TITLE  OP  POSITIONS  — 

EXAMINER  OF  MUNICIPAL  ACCOUNTS 

DITTIES  — 

Definiti4)n: 

The  duties  of  incumbents  of  these  poeitLons^  which 
require  a  thorough  knowledge  of  the  law  and  practice 
governing  the  financial  affairs  of  municipal  and  other 
civil  divisions  of  the  State  and  of  auditing  and  account- 
ing practice^  are  to  execute  important  asflignmentB  in- 
volved in  the  examination  of  the  books  of  accounts  and 
other  records  of  municipal  and  other  civil  divisions  of 
the  State,  to  supervise  minor  examinations  and  to  devise 
and  install  accounting  systems  of  minor  scope. 

aVAUPICATIOHS  — 

Persons  holding  these  positions  shall  have: 

1.  The  qualifications  prescribed  for  Grade  U  of 
the  Accountant  Group  of  the  Professional  and  Scientific 
S«rviee;*  or 

2.  Not  less  than  three  years  of  experienjce  in  pubhc 
service  affording  opportunity  to  become  familiar  with 
the  type  of  work  covered  in  the  position  to  be  filled;  or 

3.  Evidence  of  admission  to  the  bar  of  the  State 
of  New  York,  and  in  addition  at  least  one  year  of 
experience  in  the  active  practice  of  law. 

4.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1800  to  $2340,  inclusive, 
with  standard  salary  rates  as  follows:  $1800,  $1980) 
$2160,  $2340. 

*NoTB:    For  detailed  qualifications  refer  to  page  75.    Said  qualificatioss 
are  hereby  incorporated  in  the  specification  of  this  Grade. 


345 

GSADE  n  (F  12  n)  Investigational  and  Eaamimrhff  Bervioe 

Examiner  of  Municipal  Accounts  Group 

TITIE  OP  POSITIONS — 

SENIOR    EXAMINER    OF    MUNICIPAL    AC- 
COUNTS 

SVTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
make  or  supervise  important  examinations  of  the  books 
of  accounts  and  other  records  of  municipal  and  other 
civil  divisions  of  the  State  and  to  report  thereon,  to 
devise  and  install  accounting  systems  of  a  complex 
nature  and  to  perform  work  of  related  character  and 
standard. 

QUAIIPICATIOHS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2«  Not  less  than  two  years  of  service  in  Grade  I,  or 
if  appoincted  otherwise  than  by  promotion  from  Grade  I, 
at  least  three  years  of  experience  in  work  of  Grade  I 
diaracter  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COKPENSAIION-. 

The  range  of  annual  compensaticm  of  this  Grade 
for  full  time  service  is  from  $2580  to  $3300,  inclusive, 
with  standard  salary  rates  as  follows:  $2580,  $2820, 
$3060,  $3300. 

8PSCIAL  EEftVLAIIOV  OOVEENIHO  ADYAITCEMEirr  SAL- 
ARY BATES  — 

Advancement  within  this  Grade  is  oonditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed. 
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GRADE  in  (F  12  m)  Investigatumal  and  Examining  Bervic€ 

Examiner  of  Municipal  AocounU  Group 

TITLES  OF  POSITIONS  — 
SUPERVISING  EXAMINEE  OF  MUNICIPAL  ACCOUNTS 
CHIEF  EXAMINER  OF  MUNICIPAL  ACCOUNTS 

DUTIES— 

Definition: 

The  duties  of  incumbents  of  these  positions  are 
to  direct  and  supervise  the  activities  of  that  bureau  or 
other  primary  unit  of  a  State  department  charged  with 
the  examination  of  the  books  of  accounts  and  other 
records  of  municipal  and  other  civil  divisions  of  the 
State,  or  to  supervise  and  direct  such  examinations. 
Q1TALIFICATI0NS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  II. 

2.  Not  less  than  three  years  of  service  in  Grade  II, 
or  if  appointed  otherwise  than  by  promotion  fnxn 
Grade  II,  at  least  three  years  of  experience  in  work  of 
Grade  II  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPEVSATION  — 

SUPERVISING  EXAMINER  OF  MUNICIPAL 
ACCOUNTS 
The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $3600  to 
$3900,  inclusive,  with  standard  salary  rates  as  follows: 
$3600,  $3900. 

CHIEF  EXAMINER  OF  MUNICIPAL  AC- 
COUNTS 
The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $4200  to 
$4800,  inclusive,  with  standard  salary  rates  as  follows: 
$4200,  $4500,  $4800. 

SPECIAL  BEOVLATIOH  OOVEKNINO  SALABT  BATES - 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Cam- 
mission,  indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 


PABOLE  OFFICER  GROUP  (F  13) 

Invettigaiiondl  and  Eofamming  Service 

Definiiian:  ^«~^  ^^J*^  ^^^^^^^^ 

The  term  Parole  Ojflioer  Group  is  used  to  identify  those 
authorized  employments  of  the  Investigational  and  Examining 
Service,  the  incumbents  of  which  are  required  to  convey  inmates 
committed  to  correctional  institutions  and  to  accompany  them  to 
their  destinations  upon  parole,  to  make  investigations  of  the  em- 
ployment and  living  conditions  of  paroled  inmates  and  to  perform 

« 

such  other  related  work  as  may  be  necessary  to  the  supervision  of 
the  parole  of  inmates,  where  such  is  not  otherwise  provided  for, 
and  of  the  welfare  and  conduct  of  paroled  inmates. 
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GRADE  I  (F 13 1)  r     ^.    *.     i     ^  b      •        f,^^ 

TITLES  OP  POSITIONS  —    ^^^^  ^^^^^  ^^^ 

PAROLE  OFFICER  (MALE) 
PAROLE  OFFICER  (FEMALE) 
DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
may  involve  supervision  of  the  parole  work  at  a  cor- 
rectional institution  for  females^  are  to  convey  newly 
committed  or  escaped  inmates  and  violators  of  parole 
to  a  correctional  institution,  to  investigate  homes  and 
places  of  prospective  ^nployment  of  paroled  inmates 
and  to  accompany  them  thereto,  to  visit  paroled  inmates 
and  supervise  their  activities  in  accordance  with  stata- 
tory  regulations,   to  keep  the  necessary  records  and 
statistics  and  to  conduct  the  prescribed  correspoiidenoe 
concerning  paroled  inmates,  to  perform  such  follow-up 
work  and  other  related  duties  as  may  be  necessary  or 
incident  to  the  supervision  of  their  welfare. 

QITAIIPIC  ATIOSB — 

Persons  holding  these  positions  shall  have: 

1.  A  certificate  of  graduation  from  a  public  high 
school  or  proof  of  other  training  recognized  by  the  State 
Civil  Service  Commission  as  the  equivalent  thereof. 

2.  Not  less  than  one  year  of  experience  in  proba- 
tion work,  public  school  teaching,  settlement  work,  or 
in  other  social  work  recognized  by  the  State  Civil  Service 
Commission  as  the  equivalent  thereof. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Conmiission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $840  to  $1020,  with  main- 
tenance, with  standard  salary  rates  as  follows:  $840, 
$900,  $960,  $1020. 

When  maintenance  is  not  furnished,  an  allowance 
of  $240  will  be  granted  in  addition  to  the  above  rates. 
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OBADE  n  (F  13  m 

^  '  lwo9%tigQ>tvmal  and  Eafamifiing  Bervioe 

HTLE  OP  POSITIONS  —      ^^"^^  ^^^'^^  ^"^^ 

SENIOR  PAEOLE  OFFICER  (MALE) 
DUTIES — 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
may  involve  supervision  of  Parole  Officers  (male), 
Grade  I,  are  to  plan,  direct  and  be  responsible  for  the 
parole  work  of  a  correctional  or  penal  institution  for 
males,  involving  the  investigation  of  homes  and  places 
of  prospective  employment,  supervision  of  the  activities 
of  paroled  inmates,  the  counselingof  inmates  newly  com- 
mitted, paroled  or  about  to  be  paroled,  the  supervision 
of  or  the  keeping  of  all  records  or  statistics  and  the 
handling  of  the  prescribed  correspondence,  and  to  per- 
form such  other  duties  as  may  be  necessary  to  the 
supervision  of  all  parole  work  and  the  enforcement  of 
statutory  and  other  regulations  relating  thereto. 

QUAUPICATIOirS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  for  Grade  I. 

2.  Not  less  than  two  years  of  service  in  Grade  I,  or 
if  appointed  otherwise  than  by  promotion  from  Grade  I, 
at  least  two  years  of  experience  in  work  of  Grade  I 
character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1080  to  $1560,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows: 
$1080,  $1140,  $1200,  $1320,  $1440,  $1560.  When 
maintenance  is  not  furnished  an  allowance  of  $240  will 
be  granted  in  addition  to  the  above  rates. 
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SPECIAL  BEOULATION  GOVEBHIHO  ADVAHGEHEHT  SAL- 

ABT  BATES— 

Advancement  within  this  Grade  is  conditional  upon 
appraisal^  under  the  rales  of  the  State  Civil  ^Semoe 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed. 
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'  ^  Investigational  and  Examining  Service 

TITLE  OP  POSITION—       ^^''^^  ^^^^^  ^^^^ 

CHIEF  PAROLE  OFFICER 
DTTTIES — 

Definition: 

The  duties  of  the  incumbent  of  this  posatiaOy  which 
involve  supervision  of  employes  in  Grade  II  located 
at  penal  institutions,  and  other  assigned  employees^  are 
to  direct  the  parole  work  of  the  State  prisons  and  to 
perform  such  other  related  duties  as  may  be  neoessary 
to  the  supervision  of  paroled  inmates  and  the  enforce- 
ment of  statutory  or  other  regulation  relative  thereto. 

EwampUs: 

Attending  regular  and  special  meetings  of  the  Board 
of  Parole  and  reporting  on  delinquent  lists,  discharges,  re- 
quests for  absolute  discharge,  etc. 

Investigating  offers  of  employment  for  paroled  in- 
mates. 

Securing  information  regarding  conduct  of  paroled  in- 
mates. 

Preparing  requisition  papers  for  delinquent  inmates 
in  other  states. 

Issuing  warrants  for  return  to  prison  of  delinquent  in- 
mates. 

Keeping  records  of  the  applications  for  parole. 

QUALIFICATIONS-- 

The  person  holding  this  position  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  II. 

2.  Not  less  than  two  years  of  service  in  Grade  II, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  II,  at  least  two  years  of  experience  in  work  of 
Grade  II  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATIOir  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1980  to  $2340,  inclusive, 
with  standard  salary  rates  as  follows:  $1980,  $2160, 
$2340. 


SEFEBEE  (TRANSFER  TAX)  GROUP  (F  14) 

InveMtigaiianal  amd  Swamimng  Bervic€ 
n  /.   -..  Referee  (Tromfer  Tam)  Group 

uefinuKni: 

The  term  Referee  (Transfer  Tax)  Group  is  used  to  identify 
those  authorized  employments  of  the  Investigational  and  Exam- 
ining Service,  the  incumbents  of  which  are  required  to  appraise 
estates  of  decedents  under  the  law  relating  to  taxable  transfers  of 
propertj  and  to  report  findings  thereon  with  testimony,  affidavits, 
exhibits  and  other  papers  relating  thereto  to  the  surrogate  in 
whose  jurisdiction  proceedings  are  held. 
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OKADE  I  (F  14  I)  Inveatigaiumal  and  Ewamimmg  Berviet 
Referee  (Transfer  Taw)  Group 

TITLE  OF  POSITIOHB— 

REFEREE  (TRANSFER  TAX) 

DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
appraise  estates  of  decedents  under  the  law  relating  to 
the  taxable  transfers  of  property  and  to  report  findings 
thereon  with  testimony,  affidavits,  exhibits  and  other 
papers  relating  thereto  to  the  surrogate  in  whose  juris- 
diction proceedings  are  held. 

QUALIFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  Evidence  of  admission  to  the  bar  of  the  State 
of  New  York,  and  in  addition  not  less  than  three  years 
of  experience  in  the  active  practice  of  law. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  of  not  less  than  1800  working  hours 
per  annum  is  from  $2580  to  $3900,  inclusive,  with 
standard  salary  rates  as  follows:  $2580,  $2820,  $3060, 
$3300,  $3600,'  $3900. 

The  range  of  annual  compensation  of  this  Grade 
for  part  time  service  of  not  less  than  450  working  hours 
per  annum  is  from  $1020  to  $1980,  inclusive,  with 
standard  salary  rates  as  follows:  $1020,  $1140,  $1260, 
$1380,  $1500,  $1620,  $1740,  $1860,  $1980. 

SPECIAL  BEOITLATION  OOVESHIHO  8ALABT  RATES  — 

(a)  For  fvU  time  service: 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rule^  of  the  State  Civil  Service  Com- 
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mission,  indicating  that  the  rates  to  be  designated  do  not 
exceed  the  value  of  the  work  to  be  performed. 

(b)  For  part  time  service: 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed,  and 
are  dependent  upon  the  time  spent  in  official  dutiea  aa 
evidenced  by  properly  authenticated  time  records. 


SOCIAL  INVESTIOATOR  GROUP  (F  15) 

Inv€Mtigaiumdl  and  Swamimng  Bervie€ 
Definiiion:  '^^^^^^  Imvettigaior  Onmp 

The  term  Social  Lxvestigatar  Group  is  used  to  identify  those 
anthorited  eanployments  of  the  InvestigatioDal  and  Examining 
Servioe,  the  incumbents  of  which  Bie  required  to  inspect  and 
investigate  public  or  semi-publicy  charitable  and  correctional  insti- 
tations  or  agencies,  for  the  purpose  of  observing  and  reporting 
upon  the  methods  of  administration  and  efBciency  of  service 
as  a  basis  for  administrative  control  in  correcting  irregu- 
larities in  the  care,  treatment  and  instruction  of  inmates 
and  patients^  defective  conditions  of  plant  and  equipment, 
and  related  conditions  or  practioes ;  to  assemble,  analyze,  interpret 
and  report'  upon  data  relating  to  social  problems  with  special 
reference  to  the  causes  and  effect  of  dependency,  defectiveness 
and  delinquency;  to  investigate  conditions  affecting  &e  welfare 
and  labor  of  immigrants  and  to  perform  other  work  for  the  aid 
or  protection  of  inunigrants  in  accordance  with  statutory  or  depart- 
mental regulation. 

857 
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QIBADE  I  (F  15  I)  Invt^igatUnuU  and  EwawUmng  BwviM 

BocUU  Inv€9tiga$ar  Oro^p 

TITLBS  OF  POSirXOHB  — 

SOCIAL  INVESTIGATOR  (INSTITUTION) 
SOCIAL  INVESTIGATOR  (IMMIGRANT  LABOR) 

DVTIES— 

SOCIAL  INVESTIGATOR  (INSTITUTION) 

Definition: 

The  duties  of  incumbeats  of  these  positions  are  to 
make,  under  direction,  routine  inspections  or  special 
investigations  of  State,  county  and  municipal  charitable 
or  correctional  institutions,  and  other  institutions  or 
agencies  of  similar  character  receiving  public  moneys 
and  private  h(»nes  where  dependent  children  have  been 
placed,  for  the  purpose  of  observing,  reporting  and  cor 
recting  irregularities  in  the  care  and  treatment  of  in- 
mates or  patients,  methods  of  instruction,  facilities  for 
admission  and  retention,  conditions  of  plant  and  equip- 
ment and  other  practices  or  conditions  affecting  the 
health,  comfort  and  training  of  inmates  or  patients ;  to 
institute,  supervise  and  interpret  or  to  make  qpecial 
psychological  and  other  studies  of  dependent  mental 
defectives  and  referred  cases;  to  pr^>are  or  assist  in  the 
preparation  of  literature  on  the  causes  and  effect  of 
dependency  and  delinquency;  and  to  perform  other 
services  of  equivalent  character  and  standard. 

BwampleB: 

Making  in^eetions  and  investigations  of  gensnl  U- 
ministrative  procedure,  sanitary  oonditione,  proviaioDS  for 
Tentilation,  lighting,  heating  sad  eafetj;  prqpantioSf 
quantity  sad  quality  of  food;  aU^ged  abuse  and  improptf 
treatment  of  inmates;  schoolroom  methods;  TOcationAl 
work;  nursing  and  hospital  treatment,  etc. 

Studying  f amUy  history  and  environment  and  makiof 
mental  examinations  of  public  charges  by  means  of  tbe 
Binet-Simon  or  other  pyschological  tests. 

Making  inqieetiotts  and  investigations  of  penal  institn- 
tions,  jails»  look-ups  and  other  correctional  inatituiicns  or 
agencies  for  the  purpose  of  observing  «nd  reporting  on  sssi* 
tary  conditions  and  provisions  for  ventilatioii,  llghtiag,  bett- 
ing and  sleeping  accommodations. 
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DVTm— 

SOCIAL  INVESTIGATOR  (IMMIGRANT  LABOR) 

DefinUian: 

The  duties  of  incumbents  of  these  positions,  which 
are  performed  imder  supervision,  are  to  inspect  lodging- 
houses,  hotels  and  homes,  labor  camps,  labor  agencies, 
steamship  ticket  offices,  docks,  ferries,  railroad  terminals 
and  other  places  for  the  purpose  of  detecting  violations 
of  the  law  relating  to  the  employment  or  treatment  of 
immigrants  and  securing  legal  proof  of  violations,  to 
investigate  specific  complaints  of  exploitation,  fraud, 
extortion  or  other  mistreatment  of  immigrants,  to  inves- 
tigate the  condition  of  immigrants  admitted  under  bond, 
to  translate  communications  and  act  as  interpreter  and 
to  perform  other  related  work. 

BwampleB: 

Making  investigations  of  schemes  for  the  exploitation 
of  immigrants. 

Making  inspections  of  labor  camps  adjacent  to  can- 
ning factories  or  to  railroad  or  other  construction  work  in 
regard  to  sanitary  conditions,  food  and  water  supply,  over- 
crowding, etc. 

Qir AUFICAnOHS  — 

SOCIAL  INVESTIGATOR  (INSTITUTION) 

Persons  holding  ihese  positions  shall  have: 

1.  Such  education  as  is  evidenced  by  a  degree, 
diploma  or  certificate  granted  iipon  completion  of  a 
standard  course  of  instruction  in  a  college  of  recognized 
standing,  including  not  less  than  two  years  of  instruc- 
tion in  sociology  and  allied  subjects ;  or 

2.  Not  less  than  two  years  of  experience  in  inves- 
tigative or  institutional  work  of  a  character  and  standard 
recognized  by  the  State  Civil  Service  Commission  as 
the  equivalent  of  the  first  qualification. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 
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SOCIAL  INVESTIGATOR  (IMMIGRANT 
LABOR) 

Persons  holding  these  posUio7is  shall  have: 

1.  Ability  to  oonyerse  and  write  fluently  in  foreign 
langua^  and  to  translate  with  clearness  and  accuracy, 
speech  or  writing  in  these  languages  into  English  or 
vice  yenuu 

2.  Not  less  than  three  years  of  experience  in  pro- 
fessional, commercial  or  industrial  work  affording  oppor 
tunity  to  acquire  special  knowledge  of  conditions  among 
foreigners  in  this  country ;  provided,  that  two  years  of 
study  in  sociology  or  in  the  methods  of  sociological  work 
leading  to  an  academic  degree  from  an  institution  of 
recognized  standing  will  be  accepted  in  lieu  of  two  years 
of  the  experience  requirement  in  this  section. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPEKSATIOHr- 

The  range  of  annual  compensation  of  this  Ghrade 
for  full  time  service  is  from  $1080  to  $1800,  inclusive, 
with  standard  salary  rates  as  f oUows :  $1080,  $1200, 
$1320,  $1440,  $1560,  $1680,  $1800. 

SPECIAL    BEOULATIOV    OOVEKHIHO    THE    LAST    TWO 

SALABT  BATES— 

The  last  two  salary  rates,  $1680  and  $1800,  shall 
be  assigned  only  to  positions  involving  supervisory  or 
independent  responsibility.  Such  rates  shall  be  deug- 
nated  after  individual  appraisal,  under  the  roles  of  the 
State  Civil  Service  Commission,  indicating  that  the  rate 
so  determined  does  not  exceed  the  value  of  the  work 
to  be  performed. 


361 

CDtADS  n  (F  16  n)  InveatigationQl  and  Boamiming  Service 

Social  /Moef  N^or  Oroup 

TITLES  OF  posinoirs— 

SUPERVISING   SOCIAX  INVESTIGATOR   (IN- 
STITUTION) 
CHIEF  IMMIGRATION  INVESTIGATOR 

DUTIES — 

SUPERVISING  SOCIAL  INVESTIGATOR   (IN- 
STITUTION) 

Definition: 

The  duties  of  the  incumbent  of  this  position,  which 
require  specialized  knowledge  of  institutional  manage- 
ment and  procedure  and  a  high  degree  of  executive 
ability,  are  to  direct  and  supervise  Social  Investigators 
(Institution)  of  Glude  I,  to  institutie  and  enforce  proper 
methods  of  inspection,  tp  prepare  reports  on  results  of 
field  investigations  and  other  prescribed  reports  and 
records,  to  examine  and  report  on  plans  for  iho  construc- 
tion of  buildings  of  charitable  institutions  and  to  per- 
form other  related  duties  involved  in  the  supervision  of 
a  force  of  such  investigators. 

Examples: 

Acting  aa  Superintendent  of  Inepectton^  State  Board 
of  Charitiea. 

•  • 

CHIEF  IMMIGRATION   INVESTIGATOR 
Defimtion: 

The  duties  of  the  incumbent  of  this  position  which 
require  specialized  knowledge^  of  social  and  economic 
.  problems  affecting  the  welfare  of  immigrants  and  a 
hi{^  degree  of  executive  ability,  are  to  direct  and  super- 
vise Social  Investigators  (Immigrant  Labor)  of  Grade  I, 
and  to  perform  other  related  duties  involved  in  the 
.supervision  of  a  force  of  such  investigators. 

Em^plee: 

Aaaigning  worlc  to  investigatore  and  reviewing  their 
repoiti. 

Conferring  with  the  officials  of  railroads,  customs 
office,  SUis  Island,  poUce  headquarters,  prisons,  iniane 
asylums  and  other  institutions  regarding  immigrants. 
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aVALDIOATIOVB— 

SUPERVISING  SOCIAL  INVESTIGATOR  (IN- 
STITUTION) 

The  person  holding  this  position  shall  have: 

1.  The  minimum  qualifications  preecnbed  for 
Social  Investigator  (Institution)  Grade  I. 

2.  Not  less  than  four  years  of  service  in  Grade  I, 
as  a  Social  Investigator  (Institution)  or  if  appointed 
otherwise  than  by  promotion  from  Grade  I,  at  least 
five  years  of  experience  in  work  of  Grade  I  character 
and  standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

CHIEF  IMMIGRATION  INVESTIGATOR 

The  person  holding  this  position  ^udl  have: 

1.  Not  less  than  one  year  of  graduate  university 
training  in  sociology  or  sociological  work  in  a  univer 
sity  of  recognized  standing  or  proof  of  other  training 
or  experience  in  original  sociological  investigation  of 
conditions  affecting  the  welfare  of  imnugrants,  reoog^ 
nized  by  the  State  Civil  Service  Commission  as  the 
equivalent  thereof. 

2.  Not  less  than  three  years  of  service  in  Grade  I 
as  a  Social  Investigator  (Immigrant  Labor),  or  if  ap- 
pointed otherwise  than  by  promotion  from  Grade  I,  at 
least  three  years  of  experience  in  work  of  Grade  I  diar- 
acter  and  standard. 

3.  Such  additional  qualifications  as  may  be  re* 
quired  by  the  State  Civil  Service  Commiflaion. 

COMPEirSATIOH— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $2340  to  $3540,  inclusive^ 
with  standard  salary  rates  as  follows:  $2340,  $2580, 
$2820,  $3060,  $8300,  $3540. 
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gPIOIAL  BEGVLAnOV  OOYEBHINO  8AIABT  XATI8  — 

The  entrance  and  other  salary  rates  of  poaitions 
claaaified  within  this  Grade  are  conditional  upon  ap- 
praiaaly  tinder  the  rales  of  the  State  Civil  Service  Com- 
misBion,  indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 
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QltABXni  (F  ism)        '      '  ''««x«ftyatioiMU  amf  AvtfiiMiiiNf  Berviet 

Hoeial  Invettigator  Qroup 

TITLE  OF  POSmOlTS  — 

CHIEF  SOCIAL  liWESTlGATOR  (STATE  AND 
ALIEN  POOR) 
DUTIES — 

DefifUiion: 

The  duties  of  the  incumbent  of  this  position,  which 
require  a  high  degree  of  administrative  ability  and  a 
knowledge  of  investigational  procedure  and  of  the  sev- 
eral laws  governing  charities,  correction,  immigration 
and  poor  persons,  are  to  direct  the  activities  of  those 
units  charged  with  the  enforcement  of  statutory  or 
departmental  regulations  relative  to  the  above  which 
come  within  his  jurisdiction,  to  take  charge  of  assigned 
social  investigatoiB  and  other  employes,  to  collate  data 
from  public  institutions  relative  to  dependency,  defec- 
tiveness or  delinquency,  to  supervise  the  preparation  of 
bulletins  and  other  literature  upon  socid  problems,  to 
advise  county  superintendents  of  the  poor  and  other 
public  relief  oiEoials  in  the  discharge  of  their  statutory 
duties^  to  maintain  supervision  of  all  State  charitable 
institutions  and  reformatories  and  of  Indian  relief  as 
prescribed  by  statute,  to  direct  the  support  and  removal 
of  State,  alien  and  nonresident  poor,  to  prepare  annual 
reports  of  departmental  activities^  and  to  perform  such 
other  related  duties  as  may  be  imposed  by  statute  or 
departmental  regulation. 

QV AIIFIC  AnOHS  — 

The  person  holding  this  position  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Supervising  Social  Investigator  (Institutiim)  Grade  II. 

2.  Not  less  than  five  years  of  service  as  a  Super 
vising  Social  Investigator  (Institution)  Grade  II, 
or  if  appointed  otherwise  than  by  promotion  from  Grade 
II,  at  least  five  years  of  experience  in  work  of  Super 
vising  Social  Investigator  (Institution)  Grade  II  cha^ 
acter  and  standard,   affording  opportunity  to  become 
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familiar  with  the  history  of  New  York  State  and  na- 
tional charity,  departmental  procedure  and  the  interpre- 
tation and  application  of  the  laws  governing  public  relief 
and  related  matters. 

3.  Such  additional  qualificatiouB  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPEinaATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $3600  to  $4500,  inclusive, 
with  standard  salary  rates  as  follows:  $3600,  $3900, 
$4200,  $4500. 


SPECIAL  FRANCHISE  APPBAISER  GROUP   (F  16) 

DefinUion:  InveaOgational  and  Eaaminmg  Service 

Special  Franchise  Appraiser  Group 

The  term  Special  Franchise  Appraiser  Group  is  used  to 
identify  those  authorized  employments  of  the  Investigational  and 
Examining  Service,  the  incumbents  of  which  are  required  to 
inspect,  collect,  classify  and  interpret  data  pertaining  to  property 
subject  to  special  franchise  taxation,  to  examine  reports  sub- 
mitted by  owners  of  special  franchises,  and  to  appraise  such 
property  on  the  basis  of  investigations  conducted. 
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OBADE  I  (F  16  I)  InvettigaiUmal  tmd  Ewaminmg  Servi/oi 

Bpecial  Franchiw  Apj^raiser  Group 

TITLE  OF  P0SITI0K8— 

JUNIOR  SPECIAL  FRANCHISE  APPRAISER 

DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
collect  and  interpret  data  pertaining  to  the  value  of 
tangible  and  intangible  property  subject  to  special  fran- 
chise taxation,  involving  the  preparation  of  inventories, 
the  examination  of  the  books  and  records  of  owners  of 
special  franchise  property,  the  making  of  special  inves- 
tigations of  a  related  nature  and  the  examination  of 
special  franchise  reports,  a^id  to  compute  the  value  of 
tangible  and  intangible  property  under  investigation. 

QITALIFICATIOKS  — 

Persons  holding  these  positions  shall  have: 

1.  The  qualifications  prescribed  for  Grade  III  of 
the  Engineer  Group  of  the  Professional  and  Scientific 
Service.* 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPEKSATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1680  to  $2340,  inclusive, 
with  standard  salary  rates  as  follows:  $1680,  $1800, 
$1980,  $2160,  $2840. 

*  Note. —  For  detailed  quAlifications  refer  to  pa^  140.    Said  qualifioatioitf 
are  hereby  incorporated  in  the  specification  of  this  Grade. 
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ORADE  n  (F  16  n)  Investigational  and  Ewn^imng  ServiciB 

Special  Franchise  Appraiser  Chroap 

TITLE  OF  POSITIONS— 

SPECIAL  ERANCHISE  APPRAISER 

DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
supervise  and  direct  the  inspection^  collection,  classifica- 
tion and  interpretation  of  data  pertaining  to  the  value  of 
property  subject  to  special  franchise  taxation,  to  make 
independent  invieartiigations,  to  examine  reports  sub- 
mitted by  holders  of  special  franchises  and  to  appraise 
such  property  on  the  basis  of  inspections,  investigations 
and  reports. 

QTJALIFICATI0II8  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  three  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  I,  at  least  three  years  of  experience  in  work  of 
Grade  I  character  and  ^andard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION- 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $2580  to  $3540,  inclusive, 
with  standard  salary  rates  as  follows:  $2580,  $2820, 
$3060,  $3300,  $3540. 

SFBCIAL  SEOUIATIQN  GM)V|3tNING  ADVANCSXENT  SAIr 

AEY  RAXJES—   /        , 

.    Advancement  within  this  Grade  is  conditional  upon 

appraisal,,, under  the  rules  of  the. State  Civil  Service 

Copmdssion,  indipatmg  thai;  the  raltes  to  be  designated 

,    dp  ijot  esce^..tbe  yahie  of  the  work,  to  be  performed. 
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OEADK  in  (F  16  m)  Jnvcsttgaiional  and  Ewmimm$  B^rvitf 

Special  Franchise  Appraiser  Chroup 

TITLE  OF  POSITION  — 

CHIEF  SPECIAL  FRANCHISE  APPRAISER 

DUTIES— 

DefinUum: 

The  duties  of  the  incumbeoit  of  this  position  are  to 
direct  and  control  the  relations  and  activities  of  a 
bureau  or  other  primary  unit  of  the  State  department 
charged  with  the  inspection,  collection,  classiiicaticMi 
and  interpretation  of  data  pertaining  to  property  mb- 
jeot  to  special  franchise  taxation^  to  examine  reports 
submitted  by  owners  of  special  franchises,  to  appraise 
such  property  on  the  basis  of  such  data  and  r^)ort8,  and 
to  enforce  those  provisions  of  the  Tax  Law  relating 
thereto. 

QVAUFICATIOirS— 

The  person  holding  this  position  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  11. 

2.  Not  less  than  three  years  of  service  in  Grade  II, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  II,  at  least  three  years  of  experienoe  in  woik  of 
Grade  II  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $3900  to  $5100,  inclusive, 
with  standard  salary  rates  as  follows:  $3900,  $4200, 
$4500,  $4800,  $5100. 

8PX0IAI  BEOITLATION  OOVEBNINO  SALABT  KAtV^ 

The  entrance  and  other  salary  rates  of  positioDi 
classified  within  this  Grade  are  Conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Oivil  Service  Com- 
mission, indicating  that  the  tatas  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  p#r£onned. 


TRANSPORTATION  AGENT  GROUP  (F  17) 

Invesliffational  and  Eanmining  Service 
T)  £    '1'  Tranaportatum  Agent  Group 

The  term  Transportation  Agent  Group  is  used  to  identify 
those  authorized  employments  of  the  Inveatigational  and  Exam- 
ining Service,  the  incumbents  of  which  are  required  to  plan 
routes,  purchase  tickets  and  arrange  other  details  involved  in  the 
transportation  of  mentally  defective  aliens  and  non-residents  to 
foreign  countries  or  other  States,  to  accompany  such  persons 
when  required,  to  translate  communications  and  act  as  inter- 
preter when  so  assigned  and  to  perform  such  other  related  duties 
as  may  be  required. 
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aifcAn^  I  (f  17  I)  JiMwtli^ttlioMl  mud  BMmimmg  Sm^rice 

TITLE  OF  POSITIONS  — 

TRANSPORTATION  AGENT 

DTTTIES— 

•  Definition : 

The  duties  of  incumbents  of  these  positions  are  to 
visit  hospitals  and  other  agencies  or  places  for  the  pur- 
pose of  investigating  and  reporting  upon  facts  relative 
to  the  deportation  or  return  of  mentally  defective  aliens 
and  non-residents,  to  arrange  all  details  for  the  trans- 
portation of  such  persons  to  foreign  countries  or  other 
States,  to  act  as  attendant  in  accompanying  such  persons 
to  their  destination,  to  translate  communications  and  act 
as  interpreter  when  so  assigned  and  to  perform  such 
other  related  duties  as  may  be  required. 

OVAIinOAnOHB  — 

Persons  holding  these  positions  shall  liave: 

1.  Not  lees  than  one  year  of  experience  in  work 
affording  opportunity  to  become  familiar  with  railway 
and  steamship  routes  and  passenger  tariffs,  or  at  kast 
one  year  of  experience  in  social,  investigational,  insti- 
tutional or  odier  work  in  the  care  or  handling  of  immi- 
grants^ dependents,  defectives  or  delinquenta 

2.  'Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPENBATIOn  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $960  to  $1560,  inclusive, 
with  standard  salary  rates  as  follows:  $960,  $1020, 
$1080,  $1200,  $1320,  $1440,  $1560. 

8PE0IAL  BEOULATIOH  OOYEBHUrO  ADVAKCEIDENT  SAIr 

ABT  EATE8— 

Advancement  within  this  Grade  is  ocmditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
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Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed. 
The  last  three  salary  rates,  $1320,  $1440,  $1660,  shall 
be  assigned  only  to  positions  involving  independent  or 
supervisory  responsibility. 


UNDERWBITBR  GROUP  (F  18) 

Inve»t%g<Uional  and  Ewamining  Bervioe 
Definition:  Underwritm'  Oro^ 

The  term  Underwriter  Group  is  used  to  identify  those  au- 
thorised employments  of  the  Investigational  and  Examining  Serv- 
ice, the  incumbents  of  which  are  required  to  examine  and  under- 
write applications  for  workmen's  compensation  insurance  in  the 
State  Insurance  Fund^  to  audit  payrolls  of  policy  holders  and  con- 
duct investigatioiis  relative  to  wage  expenditures,  and  to  confer 
with  employers  regarding  questions  arising  under  the  Workmen's 
Compensation  Law. 
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Investigational  and  Ewamining  Service 
QEADEI  (F  18  I)  Underwriter  Qrowfi 

TTTLE  OF  POSITIONS  — 

UNDERWRITING  CLERK 

DTTTIES— 

Defimtian: 

The  duties  of  incumbents  of  these  positions  are  to 
examine  and  underwrite  applications  for  workmen's  com- 
pensation insurance  in  the  State  Insurance  Fund,  to 
audit  payrolls  of  policyholders  and  conduct  investiga- 
tions relative  to  wage  expenditures,  to  confer  with  em- 
ployers regarding  questions  arising  under  the  Work- 
men's Gompekisatioa  Law  and  to  perfbrm  other  related 
work. 

QXTAUFICAnOirS— 

Persons  holding  these  posUions  shaU  have: 

1.  Not  less  than  two  years  of  experience  in  pro- 
fessional, commercial  or  industrial  work,  or  in  public 
service  affording  opportunity  to  heoome  familiar  with 
the  type  of  work  covered  in  the  position  to  be  filled  and 
to  meet  and  deal  directly  with  people. 

2.  Such  additional  qualifications  as  may  be- re- 
quired by  the  State  Civil  Service  Commission. 

coxPEHSAnoir— 

The  range  of  annual  compensation  of  this  Orade 
for  full  time  service  is  from  $1200  to  $1560,  inclusive, 
with  standard  salary  rates  as  follows:  $1200,  $1320, 
$1440,  $1560. 
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fty^Pft  Q  tw  ]^g  |J\  ItwettigatUmal  attd  Ewamining  Service 

Undencriter  Orovp 

TITLE  OF  POSITIONS— 

UNDERWRITER 

DITTIES — 

DefinUion: 

The  duties  of  incumbents  of  these  positions  are  to 
direct  and  assume  responsibility  for  field  and  office  work 
of  employes  in  Grade  I,  to  act  as  representative  of  the 
State  Insurance  Fund  in  dealing  with  employers  and 
others  in  connection  with  complicated  underwriting 
problems  involved  in  the  administration  of  such  Funds, 
and  to  perform  other  work  of  equivalent  character  and 
standard 

QVAUFZCAnONB  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  of  Grade  I. 

2.  Not  less  than  two  years  of  service  in  Grade  I,  or 
if  appointment  is  otherwise  than  by  promotion,  at  least 
three  years  of  experience  in  work  of  Grade  I  character 
and  standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPEHSAnOK  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1680  to  $2840,  inclusive, 
with  standard  salary  rates  as  follows:  $1680.  $1800, 
$1980,  $2160,  $2340. 

SPECIAL  BEOVLAnON  OOVEBNINO  SALABT  BATES  — 

Advancement  within  this  Grade  is  conditional  upon 
appraisaly  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rate  to  be  designated 
does  not  exceed  the  value  of  the  work  to  be  performed. 


INSPBOTIONAL  SBRVIOB 

(SYMBOL  G) 
Definition: 

.  The  term  Inspectional  Service  is  used  to  identify  those 
authorized  employments  of  the  State  (Government  the  incumbents 
of  which  are  required  to  observe,  inspect,  check  and  report  upon 
facts,  conditions  and  practices  to  determine  conformity  with  statu- 
tory or  departmental  regulation,  standards  and  specifications  as  a 
basis  for  official  action  in  promoting  and  governing  public  health, 
safety,  honest  trade  and  conditions  of  employment,  in  verifying 
work  performed,  materials  used  and  things  bought  for  the  State, 
and  in  conserving  and  protecting  natural  resources,  where  such 
services  do  not  require  professional  training  or  duties  provided  for 
in  other  Service  specification. 
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INSPBOTIONAL  SERVIOB 

(SYMBOL  G) 
DefinUian: 

The  term  Inspectional  Service  is  used  to  identify  those 
authorized  employments  of  the  State  Government  the  incumbents 
of  which  are  required  to  observe,  inspect,  check  and  report  upon 
facts,  conditions  and  practices  to  determine  conformity  with  statu- 
tory or  departmental  regulation,  standards  and  specifications  as  a 
basis  for  official  action  in  promoting  and  governing  public  health, 
safety,  honest  trade  and  conditions  of  employment,  in  verifying 
work  performed,  materials  used  and  things  bought  for  the  State, 
and  in  conserving  and  protecting  natural  resources,  where  such 
services  do  not  require  professional  training  or  duties  provided  for 
in  other  Service  specification. 
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INSPEOTOR  OF  BEES  GROUP  (O  1) 

Jngpeatumal  Serviee 
^  Inapeotor  of  Bees  Group 

Definition: 

The  term  Inspector  of  Bees  Group  is  used  to  identify  those 
authorized  employments  of  the  Inspectional  Service,  the  incum- 
bents of  which  are  required  to  inspect  apiaries  and  other  places 
where  bees  are  kept  for  the  purpose  of  detecting,  controlling  and 
extirpating  communicable  diseases  of  bees,  to  give  advice  and 
instruction  to  bee  keepers  as  to  the  care  and  treatment  of  bees 
and  to  perform  such  other  related  duties  as  may  be  required. 
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OSADE  1(011)  Inspeciianal  Service 

Inspector  of  Beee  (Troup 

TITIE  OF  POSITIONS  — 

INSPECTOR  OF  BEES 
DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
inspect  apiaries  and  other  places  where  bees  are  kept 
for  the  purpose  of  detecting,  controlling  and  extirpating 
communicable  diseases  of  bees  in  accordance  with  statu- 
tory or  departmental  regulation,  to  give  advice  and 
instruction  to  bee  keepers  in  the  care  and  treatment  of 
bees  and  to  perform  other  related  duties  as  may  be 
assigned. 

QVAUFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  three  years  of  experience  in  the 
keeping  of  bees  affording  opportunity  to  become  familiar 
with  the  treatment  of  the  common  communicable  dis- 
eases of  bees. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

GOMPEHSATIOir — 

The  annual  compensation  of  this  Grade  for  full 
time  service  is  $780. 


IM8PE0TOR  OF  BUILDINGS  GROUP  (G  2) 

Inspectumal  Service 
Inspector   of   Buildings    Group 

Definilicn: 

The  term  Inspector  of  Buildings  Group  is  used  to  identify 
those  authorized  employments  of  the  Inspectional  Service,  the 
incumbents  of  which  are  required  to  make  inspections  of  and 
report  upon  the  construction,  alteration,  repair,  maintenance 
:iiid  e(|uipmeut  of  public  buildings  in  order  to  determine  the  con- 
formity of  materials,  construction  and  workmanship  with  the 
authorized  plans,  specifications  and  statutory  or  departmental 
:ou:»ilation  relative  thereto. 
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OSADE  1(021)  In9pectionai  Service 

Inepector   of  BuUdingi  Group 

TITLE  OF  POSETIOHB  — 

INSPECTOR  OF  BUILDINGS 
DUTIES— 

Definiiian: 

The  duties  of  incumbentfl  of  these  positions^  which 
require  knowledge  of  and  familiarity  with  materials 
and  methods  of  building  construction,  are  to  make 
routine  or  special  inspections  of  the  construction,  alter- 
ation, repairs,  maintenance  and  equipment  of  public 
buildings  in  order  to  determine  and  report  upon  the 
oonformity  of  materials,  construction  and  worJnnamhip 
with  authorized  plans,  specifications  and  statutory  or 
departmental  regulation  relative  thereto,  to  pass  upon 
estimates  for  ordinary  repairs  and  maintenance  and  to 
perform  other  duties  of  equivalent  character  and 
standard. 

Saamplee: 

Inspecting  iron  and  steel  etructural  work. 
Inspecting  plumbing  and  aanitation. 
Inspecting  plastering  and  fire-proofing  proeeme. 
Inspecting  details  of  heating  and  TentilatloiL 

QVALIFICATIOHS  — 

Persons  holding  these  positions  €haU  hwve: 

1.  Not  less  than  three  years  of  experience  in  the 
inspection  of  materials  and  methods  of  building  con- 
struction ;  provided  that  three  years  of  experience  in  a 
skilled  trade  involving  the  practical  application  of 
methods  of  building  construction,  shall  be  accepted  as 
the  equivalent  of  two  years  of  the  experience  require- 
ment in  this  section. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  timie  service  is  from  $1200  to  $1800,  inclusive, 
with  standard  salary  rates  as  follows:  $1200,  $1820^ 
$1440,  $1560,  $1680,  $1800. 


38S 

SPECIAL  SEOTJLATION  OOVEBNINO  LAST  TWO  SALABT 

SATES  — 

The  last  two  salary  rates^  $1680  and  $1800,  shall 
be  assigned  only  to  positions  involving  supervisory  or 
independent  responsibility.  Such  rates  shall  be  desig- 
nated after  individual  appraisal,  under  the  rules  of  the 
State  Civil  Service  Commission,  indicating  that  the 
rate  so  determined  does  not  exceed  the  value  of  the 
work  to  be  performed. 

13 


mSPEOTOR  OF  DAISY  PRODUCTS  AND  FOOD 

GROUP  (G  3) 

Inapectional  Service 

Inspector  of  Dairy  ProducU  and  Food  Group 

Definition: 

The  term  Inspector  of  Dairy  Products  and  Food  Group  is 
used  to  identify  those  authorized  employments  of  the  Inspectional 
Service,  the  incumbents  of  which  are  required  to  direct,  supervise 
and  perform  such  work  in  the  inspection,  investigation  and  con- 
trol of  the  manufacture,  production,  branding,  sampling,  handling 
and  sale  of  food,  agricultural  products,  supplies  and  other  com- 
modities as  prescribed  by  the  Agricultural  Law,  to  secure  legal 
proof  of  violations  of  provisions  of  the  Agricultural  Law  relative 
thereto,  to  give  instruction  in  the  manufacture  of  butter  and 
cheese  and  to  direct  and  perform  other  related  duties,  not  covered 
in  any  other  specification,  for  the  purpose  of  protecting  the  public 
health  and  promoting  agricultural  interests. 
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QBADE  I  (O  3  I)  Inapectional  Service 

Inspeoiar  of  Dairy  Produott  and  Food  Group 

TITLES  OF  POSrnOHB  — 

INSPECTOR  OF  DAIRY  PRODUCTS  AND  FOOD 
INSTRUCTOR  IN  CHEESE  MAKING 

DITTIES— 

INSPECTOR  OF  DAIRY  PRODUCTS  AND  FOOD 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
make,  under  supervision,  such  inspections  and  investi- 
gations of  the  methods  of  manufacture,  production, 
branding,  sampling,  handling  and  sale  of  food  and  sup- 
plies and  other  prescribed  commodities  as  may  be  neces- 
sary to  the  enforcement  of  the  provisions  of  the  Agri- 
cultural Law  relative  thereto,  and  to  perform  other  re- 
lated duties  for  the  purpose  of  protecting  the  public 
health  and  promoting  agricultural  interests. 

JBUtamplm: 

Inspecting,  testing  and  sampling  milk,  food,  vinegar, 
etc. 

Sampling  feed  stuffs,  foods,  fertilizers  and  seeds. 

Making  sanitarj  inspeetiims  of  dairies*  milk  statiom* 
creameries,  cheese  factories,  etc. 

Assisting  veterinarians  in  suppressing  communicable 
diseases  of  domestic  animals. 

Making  special  investigations  of  suspected  violations. 

INSTRUCTOR  IN  CHEESE  MAKING 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
instruct  and  give  advice  to  cheese  manufacturers,  dairy- 
men and  farmers  in  the  making  of  standard  cheeses, 
to  talk  at  meetings  of  agricultural  societies  on  improved 
methods  of  cheese  making,  and  to  perform  as  incidental 
to  the  above,  those  duties  prescribed  for  the  Inspector 
of  Dairy  Products  and  Food. 
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QVALDICATIONS  — 

Ilf  SPECTOR  OP  DAISY  PRODUCTS  AND  FOOD 
Persons  holding  these  pomiUms  skaU  hwoe: 

1.  Not  less  than  two  years  of  study  in  a  standard 
course  of  instruction  in  a  college  of  agriculture  of  recog- 
nized standing;  or  at  least  two  years  of  experience  in 
the  public  service  as  an  inspector  of  foods,  milk  or 
dairies;  or  in  practical  dairy  work  affording  oppor- 
tunity to  becomy  familiar  with  methods  of  production, 
manufacture,  branding,  sampling  and  handling  of  foods 
and  dairy  products. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

INSTRUCTOR  IN  CHEESE  MAKING 

Persons  holding  these  positions  shall  hwve: 

1.  Not  less  than  one  year  of  study  in  cheese  mak- 
ing in  a  college  of  agriculture  of  recognized  standing, 
and  in  addition  at  least  two  years  of  practical  experi- 
ence in  the  making  or  manufacture  of  standard  cheeses. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COHFEHSATION— 

INSPECTOR  OF  DAIRY  PRODUCTS  AND  FOOD 
The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $900  to  $1380,  inclusive, 
with  standard  salary  rates  as  follows:  $900,  $1020, 
$1140,  $1260,  $1380. 

INSTRUCTOR  IN  CHEESE  MAKING 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1140  to  $1620,  inclusive, 
with  standard  salary  rates  as  follows:  $1140,  $1260, 
$1380,  $1600,  $1820. 
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OBADE  II  (O  3  n)  Inapectional  Service 

Inspector  of  Dairy  Productg  and  Food  Orcv^ 

TITLE  OF  POSITIONS  — 

SUPERVISING    INSPECTOR    OF   DAIRY    PRODUCTS 

AND  FOOD 
DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
supervise,  instruct  and  assist  employes  in  Grade  I,  to 
make  such  special  inspections  and  investigations  as  mav 
be  necessary  to  the  enforcement  of  the  provisions  of  the 
Agricultural  Law  relative  to  the  manufacture,  produc- 
tion, branding  and  sale  of  food,  agricultural  product8 
and  supplies  and  other  prescribed  commodities,  and  to 
perform  such  other  related  duties  as  may  be  assigned. 

Q  VAUFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  two  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  I,  at  least  three  years  of  experience  in  work  of 
Grade  I  character  and  standard. 

3.  Such  additional  qualifications  as  may  bo  r^ 
quired  by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1680  to  $2340,  inclusive^ 
with  standard  salary  rates  as  follows:  $1680,  $1800, 
$1980,  $2160,  $2340. 

SPECIAL  BEOTJLATION  OOVEBNINO  ADVANCEKEBT  SAI* 

ABT  BATES  — 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed. 
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GRADE  m  (0  3  m)  InspectiowU  Service 

Inspector  of  Dairy  Products  and  Food  Oroup 

HTLE  OF  POSITION— 

CHIEF  INSPECTOR  OF  DAIRY  PRODUCTS  AND  FOOD 

DUTIES— 

Definition: 

The  duties  of  the  incumhent  of  this  position,  which 
involve  responsibility  for  the  work  of  employes  in 
Grades  I  and  II,  and  other  assigned  employes,  are  to 
direct  and  supervise  that  bureau  or  other  primary  unit 
of  the  State  Department  charged  with  the  inspection, 
investigation  and  control  of  the  manufacture,  produc- 
tion, branding,  sampling,  handling  and  sale  of  food, 
agricultural  products  and  supplies,  and  other  commodi- 
ties as  prescribed  by  the  Agricultural  Law,  the  securing 
of  l^al  proof  of  violations  of  the  provisions  of  the 
Agricultural  Law  relative  thereto,  the  instruction  in 
the  manufacture  of  butter  and  cheese,  and  to  perform 
other  related  work  not  covered  in  any  other  Group 
specification  for  the  purpose  of  protecting  the  public 
health  and  promoting  agricultural  interests. 

QVAUFICATIOirS  — 

The  person  holding  this  position  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  IL 

2.  Not  less  than  three  years  of  service  in  Grade  II, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  II,  at  least  five  years  of  experience  in  work  of 
Grade  II  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COHFENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $2580  to  $3060,  inclusive, 
with  standard  salary  rates  as  follows:  $2580,  $2820, 
$3060. 


INSPEOTOB  OF  ENOINEERINa  WORKS  GROUP 

(0  4) 

Inspeciional  Bervice 
J)  r   u'  Inspector  of  Engineering  Works  Group 

The  tenn  Inspector  of  Engineering  Works  Group  is  used  to 
identify  those  authorized  employments  of  the  Inspectional  Service, 
the  incumbents  of  which  are  required  to  make  inspections  and 
investigations  of  and  reports  upon  the  construction,  operation, 
condition,  maintenance  and  repair  of  highways,  sewers,  canals, 
piers,  tunnels^  aqueducts^  dams,  bridges,  subways,  railroads  and 
other  engineering  structures  or  projects  not  covered  in  any  other 
Group  specification  in  order  to  determine  the  conformity  of 
materials  and  methods  of  manufacture  and  construction  with 
authorized  plans,  specifications  and  statutory  or  departmental 
regulation. 
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GRADE  I  (O  4  I)  InspectUmal  Service 

Inepeoior  of  Engineering  Workt  Group 

TITLES  OF  POSITIONS  — 

INSPECTOR      OF      ENGINEERING      WORKS 

(GENERAL) 
INSPECTOR      OF      ENGINEERING      WORKS 

(MASONRY) 
INSPECTOR      OF      ENGINEERING      WORKS 

(STEEL) 
INSPECTOR      OF      ENGINEERING      WORKS 

(TRACK  WORK  INSTALLATION) 
INSPECTOR      OF      ENGINEERING      WORKS 

(LUMBER) 
INSPECTOR      OF      ENGINEERING      WORKS 

(EXPLOSIVES) 
INSPECTOR      OF      ENGINEERING      WORKS 

(CONDUITS) 
DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
require  familiarity  with  the  special  branches  of  con- 
struction and  maintenance  covered  in  the  position  to 
be  filled,  are  to  make^  under  supervision,  routine  inspec- 
tions and  investigations  of  and  reports  upon  the  con- 
struction, operation,  condition,  maintenance  and  repair 
of  highways,  sewers,  canals,  piers,  tunnels^  aqueducts, 
dams,  bridges,  subways,  railroads  and  other  engineering 
structures  or  projects  not  included  within  any  other 
Group  specification,  in  order  to  determine  the  confonnitj 
of  materials  and  methods  of  manufacture  and  construc- 
'  tion  with  authorized  plans,  specifications  and  statutory 
or  departmental  regulation. 

QVAimCATIOlTS  — 

INSPECTOR  OF  ENGINEERING  WORKS  (GEN- 
ERAL) 
Persons  holding  these  positions  shaU  have: 
1.  Not  less  than  three  years  of  practical  experience 
in  the  inspection  of  building  materials  and  engineering 
construction;  or 


895 

2.  Sucli  training  in  civil,  mechanical,  electrical, 
sanitary  or  other  engineering  branches  as  is  evidenced 
bj  a  d^;ree,  diploma  or  certificate,  granted  on  com- 
pletion of  a  standard  coarse  of  instruction  in  an  engi- 
neering school  of  recognized  standing. 

3.  Snch  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

INSPECTOR      OF      ENGINEERINCl-     WORKS 

(MASONRY) 
INSPECTOR      OF      ENGINEERING     WORKS 

(STEEL) 
INSPECTOR      OF      ENGINEERING     WORKS 

(TRACK  WORK  INSTALLATION) 
INSPECTOR      OF      ENGINEERING      WORKS 

(LUMBER) 
INSPECTOR      OF      ENGINEERING      WORKS 

(EXPLOSIVES) 
INSPECTOR      OF      ENGINEERING      WORKS 

(CONDUITS) 
Persons  holding  these  positions  shall  have: 

1.  Not  lees  than  three  years  of  experience  as  fore- 
man, or  in  other  equally  responsible  employment  in  the 
manufacture,  inspection,  testing,  handling  or  installing 
of  construction  materials. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

C0KFEH8ATI0K— 

INSPECTOR  OF  ENGINEERING  WORKS  (GEN- 
ERAL) 
The  range  of  annual  ccnnpensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $960  to 
$1440,  inclusive,  with  standard  salary  rates  as  follows: 
$960,  $1080,  $1200,  $1320,  $1440. 

INSPECTOR      OF      ENGINEERING     WORKS 
(MASONRY) 
The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $1200  to 
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$1680,  indnsiTe^  with.  Btandard  salary  rates  as  follows: 

$1200,  $1320,  $1440,  $1560,  $1680. 

Note. —  Zhe  Pntdic  Serriee  Commiasion  of  the  First  District  ia  empowered 
fa>  designate  hourly  And  part  time  rates  eonsiatent  with  the  regulations  of  thie 
Group  for  services  under  this  employment  where  such  heretofore  has  been  the 
practice. 

INSPECTOR      OF      ENGINEERmQ     WORKS 

(STEEL) 
INSPECTOR      OF      ENGINEERING      WORKS 

(TRACK  WORK  INSTALLATION) 
INSPECTOR      OF      ENGINEERING      WORKS 

(LUMBER) 
INSPECTOR      OF      ENGINEERING     WORKS 

(EXPLOSIVES) 
INSPECTOR      OF      ENGINEERING      WORKS 

(CONDUITS) 
The  range  of  annual  compensation  of  these  posi- 
tions in  this  Grade  for  full  time  service  is  from  $1200 
to  $1800,  inclusive,  with  standard  salary  rates  as  fol- 
lows:   $1200,  $1320,  $1440,  $1560,  $1680,  $1800. 

SPBCIAL  BEOUIATION  OOTEABING  SALAST  KATES - 

The  entranoe  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap 
praisal  under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed ;  pro- 
vided that  the  entrance  rate  for  Inspector  of  Engineei^ 
ing  Works  (General)  shall  not  in  any  year  exceed 
$1200. 


EXCISE  mSPEGTOR  GROUP  (G  5) 

IntpectUmal  Service 
1)  {inif'  Baoise  Inspector  Oroup 

The  term  Excise  Inspector  Group  is  used  to  identify  those  au- 
thorized employments  of  the  Inspectional  Service,  the  incumbents 
of  which  are  required  to  make  inspections  and  investigations  for 
the  purpose  of  obtaining  and  reporting  l^al  proof  of  violations 
of  the  Liquor  Tax  Law,  and  to  p^orm  such  other  duties  of 
equivalent  character  and  standard  as  may  be  necessary  to  the 
enforcement  of  said  law. 
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GRADE  I  (O  5  I)  Inspectumal  Service 

Eopoiee  Jfupeetor  Oroup 

TITLE  OF  FOSrriOHS  — 

EXCISE  INSPECTOR 
DUmES— 

Definition: 

The  duties  of  mcumbents  of  these  positions  are  to 
assist  in  making  inspections  and  investigations  for  the 
purpose  of  obtaining  and  reporting  legal  proof  of  viola- 
tions of  the  Liquor  Tax  Law,  to  assist  in  making 
searches  and  seizures,  to  testify  in  court  upon  alleged 
violations,  and  to  perform  such  other  related  duties  as 
may  be  necessary  to  the  enforcement  of  said  law. 

QITALIFICATIOHS  — 

Persons  holding  these  positions  shall  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COMPENSATION— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $960  to  $1200,  inclusive, 
with  standard  salary  rates  as  follows:  $960,  $1080, 
$1200. 
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GSADE  n  (0  5  n)  Inspectumal  Service 

Ewoiee  Inspector  Group 

HTLE  OF  FOSmOHS  — 

SENIOK  EXCISE  INSPECTOR 

DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  which 
involve  a  high  degree  of  responsibility  and  which  may 
involve  the  instruction  and  supervision  of  employes  in 
Grade  I,  are  to  make  special  inspections  and  investi- 
gations for  the  purpose  of  obtaining  and  reporting  legal 
proof  of  violations  of  the  Liquor  Tax  Law,  to  make 
searches  and  seizures,  to  act  as  special  deputy  excise 
commissionera  and  as  county  treasurers  when  so  as- 
signed  for  the  collection  of  fees  and  taxes,  to  testify  in 
court  regarding  alleged  violations  of  the  Liquor  Tax 
Law  and  to  perform  such  other  related  duties  as  may  be 
necessary  to  the  enforcement  of  said  law. 

QUALIFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Qrade  I. 

2.  Not  less  than  one  year  of  service  in  Grade  I. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMFENSATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1320  to  $1560,  inclusive^ 
with  standard  salary  rates  as  follows:  $1320,  $1440^ 
$1560. 
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OBADE  m  (0  6  m)  /fupec^tofiol  £r«rvic« 

Ewciee  Inspeoior  Qronf 

TITLE  OF  POSITION  — 

CHIEF  EXCISE  INSPECTOR 
DITTIES  — 

Definitian: 

The  duties  of  the  mcumbeoat  of  this  position,  which 
require  a  high  degree  of  administrative  ability,  are  to 
direct,  supervise  and  instruct  employes  in  Grades  I 
and  II,  to  assume  immediate  responsibility  for  inspec- 
tions and  investigations  necessary  to  the  enforcement 
of  the  Liquor  Tax  Law,  to  make  special  inspections  or 
investigations  as  a  basis  for  administrative  control,  to 
prepare  reports  on  results  of  field  investigations,  and 
to  perform  such  other  related  duties  as  may  be  necessary 
in  the  enforcement  of  the  Liquor  Tax  Law. 

QVAUPICATIOHS  — 

Persons  holding  these  positions  shall  htwe: 

1.  The  minimum  qualifications  prescribed  for 
Grade  II. 

2.  !N'ot  less  than  three  years  of  service  in  Grade  II, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  II,  at  least  three  years  of  experience  in  work  of 
Grade  II  character  and  standard. 

8.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COHPENSATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $2160  to  $3060,  inclusive, 
with  standard  salary  rates  as  follows:  $2160,  $2340, 
$2580,  $2820,  $3060. 

SPECIAL  BEOTJLATIOH  OOVEENIirO  ASVANCEHEHT  SAIr 

AKT  EATES  — 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed. 


INSPECTOR  OF  FARMS  GROUP  (O  6) 

Impectianal  Bervice 

Definition:  ^"^  ^"'^^  ^^**P 

The  term  Inspector  of  Farms  Group  is  used  to  identify  those 
authorized  emplojnnents  of  the  Inspectional  Service,  the  incum- 
bents of  which  are  required  to  make  routine  and  special  inspec- 
tions of  State  and  county  institution  farms  for  the  purpose  of 
advising  institutional  officers  and  employes  in  the  operation 
thereof  and  to  perform  such  other  related  field  and  office  duties 
as  may  be  assigned. 
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OBADE  I  (0  61)  Inapeciumal  Service 

Farm  Inspector  Group 

TITLE  OF  POSITIONS  — 

INSPECTOR  OF  FARMS 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
make  routine  and  special  inspections  of  State  and  countv 
institution  farms  for  the  purpose  of  advising  institu- 
tional officers  and  employes  in  the  operation  thereof^ 
and  to  perform  other  related  field  or  office  duties  as  may 
be  assigned. 

Example: 

Acting  as  Farm  Inspector,  Department  of  Agricultur<>. 

QTrAUFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  A  degree,  diploma  or  certificate  granted  on 
completion  of  a  standard  course  of  instruction  in  a  col- 
lege of  agriculture  of  recognized  standing,  and  in  addi- 
tion at  least  two  years  of  experience  in  the  management 
and  operation  of  a  large  farm;  or 

2.  Not  less  than  five  years  of  practical  experience 
in  the  management  and  operation  of  a  large  farm. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1800  to  $2580,  inclusive, 
with  standard  salary  rates  as  follows:  $1800,  $1980, 
$2160,  $2340,  $2580. 

SPECIAL  BEOULATIOn  OOVEKNUrO  ASVANCEKEHT  SAIr 

ABT  EATES— 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  valuft  of  the  work  to  be  performed. 


FISH  AND  GAME  PROTECTOR  GROUP  (G  7) 

Inapedional  Service 

VefinUton: 

The  term  Fish  and  Game  Protector  Group  is  used  to  identify 
those  authorized  employments  of  the  Inspectional  and  Investiga- 
tional Service,  the  incumbents  of  which  are  required  to  enforce 
the  provisions  of  tiie  Conservation  Law  relative  to  the  propaga- 
tion and  protection  of  fish  and  game. 
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OSADE  I  (O  7  I)  Inspeotumal  Service 

Fieh  amd  Qome  Protector  Oroup 

TITLE  OF  POSITIONS  — 

FISH  AND  GAME  PROTECTOR 
DTTTIES  — 

The  duties  of  incumbeats  of  these  positions,  which 
are  performed  under  supervision,  are  to  patrol  State 
lands  to  enforce  the  provisions  of  the  Conservation  Law 
relative  to  the  propagation  and  protection  of  fish  and 
game,  and  to  act  generally  as  a  guardian  of  the  lands 
of  the  State  within  specified  geographical  districts 

Ewamplee : 

Making  searches  of  buildings^  boats^  cars  and  boxM 
for  violations  of  the  law. 

Preventing  trespaaa  upon  State  property. 

QVAIIFICATIOHS— 

Persons  holding  these  positions  shall  hcuve: 

1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Coaninission. 

COHPENSATIOH— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $840  to  $1080,  inclusive^ 
with  standard  salary  rates  as  follows:  $840,  $900, 
$960,  $1020,  $1080. 
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GSADE  n  (O  7  n)  In9peotumdl  Service 

Fish  and  Oame  Protector  Group 

HTLE  OF  POSITIONS  — 

SUPERVISING  FISH  AND  GAME  PROTECTOR 

BUTIBS— 

Definitian: 

The  duties  of  incmnbents  of  these  positions^  which 
involve  supervision  of  employes  in  Grade  I,  are  to 
assume  responsibility  for  the  enforcement  of  the  pro- 
visions of  the  Conservation  Lav7  relative  to  the  propaga- 
tion and  protection  of  fish  and  game,  within  a  prescribed 
geographical  division,  to  investigate  complaints  and  to 
perform  other  related  duties  involved  in  the  adminis- 
tration of  such  a  division. 

QVAUFICATIOHS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  three  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from  Grade 
I,  at  least  four  years  of  experience  in  work  of  Grade  I 
character  and  standard. 

COHFENSATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1440  to  $1680,  inclusive, 
with  standard  salary  rates  as  follows:  $1440,  $1560, 
$1680. 
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OSADE  m  (O  7  m)  InspectUmal  Service 

Fish  and  Game  Protector  Cfroup 

TITLES  OF  FOSmOHS  — 

ASSISTANT  CHIEF  GAME  PROTECTOR 
SUPERVISOR  OF  MARINE  FISHERIES 

DTTTIES  — 

ASSISTANT  CHIEF  GAME  PROTECTOR 

Definition: 

The  duties  of  the  incumbent  of  this  position,  which 
require  a  high  degree  of  administrative  ability,  are  to 
assist  in  the  direction  of  the  primary  unit  of  organization 
of  a  State  Department  charged  with  the  enforcement 
of  tiie  provisions  of  the  Conservation  Law  relative  to 
fish  and  game. 

SUPERVISOR  OF  MARINE  FISHERIES 
Definition: 

The  duties  of  the  incumbent  of  this  position,  which 
require  a  high  degree  of  administrative  ability,  are  to 
direct  the  bureau  or  other  primary  unit  of  a  State 
department  charged  with  the  r^ulation  and  control  of 
the  marine  fisheries  in  the  State. 

QXr  ALIFICATIOnS  — 

ASSISTANT  CHIEF  GAME  PROTECTOR 
The  person  holding  this  position  shdU  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  II. 

2.  Not  less  than  five  years  of  service  in  Grade  II,  or 
if  appointed  otherwise  than  by  promotion  from  Grade  H, 
at  least  five  years  of  experience  in  work  of  Grade  II 
character  and  standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 
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SUPEEVISOK  OF  MAEINE  FISHERIES 

The  person  holding  this  position  shall  have : 

1.  Not  less  than  five  years  of  practical  experience 
in  work  relating  directly  to  the  marine  fishery  regulation 
and  control,  at  least,  one  year  of  which  shall  have  been 
in  an  administrative  capacity. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPEHSATION— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $2160  to  $3060,  inclusive, 
with  standard  salary  rates  as  follows:  $2160,  $2340, 
$2580,  $2820,  $3060. 

SPECIAL  BEGXTLATION  QOVERNDTQ  ASVANCEHiarC  SAL- 

ABT  EATES— 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed. 
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QBADE  IV  (O  7  IV)  Inapwtumal  Bmviee 

Fish  amd  Chune  Protector  Group 

TITLE  OF  FOSmOH  — 

CHIEF  GAME  PROTECTOR 
DUIIES— 

Definition: 

The  duties  of  the  incumbent  of  this  position,  which 
require  the  highest  degree  of  administrative  ability,  are 
to  direct  the  bureau  or  other  primary  unit  of  the  State 
Department  charged  with  the  enforcem^it  of  those  pro- 
visions of  the  Conservation  Law  relative  to  fish  and 
gama 

QXrAIHICATIOHS— 

The  person  holding  this  position  shaU  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  III. 

2.  !N'ot  less  than  seven  years  of  service  as  a  Assist- 
ant Chief  Game  Protector  in  Grade  III,  or  if  appointed 
otherwise  than  by  promotion  from  Grade  III,  at  least 
seven  years  of  experience  in  work  of  Assistant  Chief 
Game  Protector  in  Grade  III  character  and  standard, 
at  least  two  of  which  shall  have  been  in  New  York  Stote, 
and  at  least  two  of  which  shall  have  been  in  an  independ- 
ent administrative  capacity. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $3300  to  $4200,  inclusive, 
with  standard  salary  rates  as  follows:  $3300,  $3600, 
$3900,  $4200. 

SPECIAL  SEQXTLATION  OOVEBNUrQ  SALAAT  EATES- 
The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 


FOREST  RANGER  AND  OBSERVER  GROUP  (G  8) 

Intpeeiumal  Berviee 
D  iutiJ '  Forest  Banger  and  Observer  Cfroup 

The  term  Forest  Banger  and  Observer  Group  is  used  to 
identify  those  authorized  employments  of  the  Inspectional  Service, 
the  incumbents  of  which  are  required  to  prevent,  control  and 
exttngoish  forest  fires  and  to  enforce  l^e  provisions  of  the  Con- 
servation Law  relative  to  forest  fires  and  the  protection  of  State 
lands. 
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OSADE  1(081) 

TITLES  OF  POSITIONS  — 

EANGER 

OBSERVER 
DITTIES  — 

RANGER 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
require  a  knowledge  of  the  general  topography  of  specific 
forest  districts  in  the  State,  are  to  patrol  lands  in  order 
to  prevent,  control  and  extinguish  forest  fires,  and  to 
enforce  the  provisions  of  the  Conservation  Law  relative 
to  forest  fires,  toplopping  and  the  protection  of  State 
lands. 

OBSERVER 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
keep  watch  from  stations  for  the  purpose  of  reporting 
the  condition  of  property  in  forest  districts,  to  report 
forest  fires,  and  protect  and  care  for  telephone  lines 
and  other  fire  prevention  equipment. 

QXrAIHICATIOHS- 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  five  years  residence  in  the  iname- 
diate  vicinity  of  the  specific  forest  district  covered  in 
the  position  to  be  filled,  affording  opportunity  to  become 
familiar  with  local  conditions,  means  of  communication, 
and  location  of  labor  and  supplies. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION- 

RANGER 

The  range  of  monthly  compensation  of  this  Grade 
for  full  time  service  is  from  $60  to  $75,  inclusive,  with 
standard  salary  rates  as  follows:     $60,  $65,  $70,  $T5. 
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OBSEKVER 

The  range  of  monthly  compensation  of  this  Qrade 
for  full  time  service  is  from  $50  to  $60,  inclusive,  with 
standard  salary  rates  as  follows:     $50,  $55,  $60. 

SPECIAL  KEOULATIOn  OOVERNINQ  POSITIONS  BEQITnU 

nro  HADrrEiTAircE— 

For  positions  requiring  the  incumbent  to  live  in 
look-out  stations,  an  allowance  of  $12  per  month  shall 
be  added  to  the  salary  rate  in  lieu  of  maintenanca 

SPECIAL  EEQXTLATIOn  OOTEBNINQ  SALARY  EATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade,  are  conditional  upon  ap« 
praisal,  under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do  not 
exceed  the  value  of  the  work  to  be  performed. 
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OSADE  n  (O  8  n)  Intpeotumai  Serviee 

Forett  Banger  amd  O&cerver  Qtoup 

TiTiE  OF  posmoirs— 

SUPERVISING  RANGER 

DTJTIES  — 

Definition: 

The  duties  of  incmnbents  of  these  positions,  which 
involve  the  supervision  of  employes  in  Grade  I,  are  to 
assume  responsibility  within  a  prescribed  geographical 
division  for  the  enforcement  of  the  provisions  of  the 
Conservation  Law  relative  to  forest  fires^  toploppmg 
and  protection  of  State  lands. 

QTrAimCATIOVS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  three  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  I,  at  least  four  years  of  experience  in  work  of 
Grade  I  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  reqniied 
by  the  State  Civil  Service  Conmiission. 

COMPEFSATIOV— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1440  to  $1560,  inclusive, 
with  standard  salary  rates  as  follows:     $1440,  $1560. 


INDUSTRIAL  INSPEOTOR  GROUP  (G  9) 

Inspeciumal  Service 
T%  /•   ...  Induetrial  Inepector  Group 

iJefinUum: 

The  term  Industnal  Inspector  Group  is  used  to  identify 
those  authorized  employments  of  the  Inspectional  and  Investiga- 
tional Service,  the  incuxabents  of  which  are  required  to  direct, 
supervise  and  perform  such  work  in  inspecting,  investigating  and 
reporting  upon  conditions  in  factories,  mercantile  establishments 
and  other  places  of  employment  as  may  be  necessary  to  the 
enforoement  of  the  provisions  of  the  Labor  Law  relative  thereto. 
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OSADE  I  (O  0  I)  IntpectUmal  Service 

/MdiMlrial  Inepeetor  Qfoup 

TITLE  OF  posrriosrs— 

INDUSTRIAL  INSPECTOR 
DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions^  vhich 
are  performed  under  supervision,  are  to  visit  and  make 
inspections  of  factories,  mercantile  establishments  or 
places  of  any  kind  affected  by  the  provisions  of  the 
Labor  Law,  to  detect  violations  of  such  law  and  to 
collect  evidence  relating  thereto,  to  report  in  detail  on 
conditions  inspected,  with  recommendations,  and  to  per 
form  other  related  work  of  an  equivalent  character  and 
standard. 

Ewamplee: 

Making  routine  inspections  and  general  surveys  of 
sanitary  ciMiditions  in  factories  and  other  places  of  employ- 
ment. 

Making  routine  inspections  of  the  hours  of  labor. 

Making  routine  inspections  of  mercantile  establlBh- 
ments. 

Making  routine  inspections  of  fire  prevention  facilitiet 
and  equipment. 

Making  routine  inspections  of  factory  machinery  for 
the  prevention  of  accidents  and  injuries  to  employes. 

QTTALITICATIONS  — 

Persons  holding  these  positions  shail  ha/oe: 

1.  Not  less  than  five  years  of  practical  experience 
in  engineering,  building  construction,  or  other  median- 
ical  work  affording  special  opportunity  to  become 
familiar  with  the  application  of  approved  methods  of 
fire  prevention,  accident  prevention,  sanitation  and  in- 
dustrial hygiene  in  places  of  employment;  or 

2.  A  degree  or  certificate  granted  on  completion  of 
a  standard  course  of  instruction  in  mechanical,  electrical 
or  chemical  engineering  in  a  sdiool  of  recognized  stand- 
ing, and  in  addition  at  least  one  year  of  experienoe  in 
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the  practice  of  the  profession  for  which  a  degree  has 
been  obtained;  or 

3.  A  degree  of  Doctor  of  Medicine  granted  by  a 
medical  college  of  recognized  standing^  and  in  addition 
at  least  one  year  of  experience  in  industrial  hygiene 
either  in  the  public  service  or  in  the  employ  of  a  private 
corporation;  or 

4.  A  d^ree,  diploma  or  certificate  granted  on  com- 
pletion of  a  standard  course  of  instruction  in  a  collie 
of  recognized  standing,  and  in  addition  at  least  two 
years  of  experience  in  industrial  investigational  or  in- 
spectional  work  affording  special  opportunity  to  become 
familiar  with  the  application  of  approved  methods  of 
fire  prevention,  accident  prevention,  sanitation  and  in- 
dustrial hygiene  in  places  of  employment ;  or 

5.  Not  less  than  three  years  of  experience  in  the 
supervision  of  the  welfare  work  of  a  large  mercantile 
or  industrial  establishment,  or  at  least  five  years' 
experience  in  investigational  work  for  an  organization 
of  recognized  standing  whose  object  is  the  improvement 
of  the  working  conditions  of  persons  employed  in  facto- 
ries or  other  industrial  establishments. 

6.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission,  acting  in  co- 
operation with  the  Industrial  Council. 

COKFENSATION— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1200  to  $1560,  inclusive, 
with  standard  salary  rates  as  follows:  $1200,  $1320, 
$1440,  $1560. 
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QBADB  n  (O  9  n)  Inspectional  Service 

Induttrial  Intpwtor  Oroup 

TmE  OF  posmosrs— 

SENIOR  INDUSTRIAL  INSPECTOR 

sxmEs— 

Definition: 

The  duties  of  incumbents  of  these  positions^  which 
require  expert  knowledge  and  judgment  in  one  or  more 
phases  of  the  inspection  work  of  the  department  or  other 
unit  of  State  government  charged  with  the  enforcement 
of  the  Labor  Law,  are  to  assist  in  the  supervision  of 
inspectional  work  of  employes  in  Grade  I,  to  make 
special  inspections  or  investigations,  and  to  perform 
such  other  duties  as  may  be  assigned. 

EgffampleM: 

Making  special  intpectiona  of  machinery  and  mano- 
facturing  equipment  for  the  prevention  of  industrial  hacardi. 

Making  special  inspectiona  of  buildings  for  the  pre- 
vention of  fire  hazards. 

Making  special  inspections  of  sanitary  conditions  in 
factories. 

Supervising  the  work  of  small  groups  of  inspectors. 

QITALITICATIONS— 

Persons  holding  these  positions  shall  ha/oe: 

(a)  As  a  basis  for  promotion: 

1.  Not  less  than  two  years  of  service  in 
Grade  I. 

2.  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  Commiasioii, 
acting  in  co-operation  with  the  Industrial  Council 

(b)  As  a  basis  for  original  appointment: 

1.  The  minimum  qualifications  prescribed 
for  Grade  I. 

2.  N"ot  less  than  four  years  of  practical  ex- 
perience in  inspectional  or  investigational  work  of 
Grade  I  character  and  standard. 

3.  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  Commiasioii, 
acting  in  cooperation  with  the  Industrial  Council 
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COXFEHBAHOV— 

The  range  of  annual  oompenBation  of  this  Grade 
for  fall  time  service  is  from  $1680  to  $1980,  inclusive, 
with  standard  salary  rates  as  fdlows:     $1680,  $1800, 
$1980. 
14 
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OBADE  m  (O  0  m)  Inapeotitmal 

Itkhutrial  Itupeotor  Onmp 

TITLES  OF  POSinONS  — 

SUPERVISING  INDUSTEIAL  INSPECTOE 
SUPERVISING  HOMEWORK  INSPECTOR 

DITTIES— 

SUPERVISING  INDUSTRIAL  INSPECTOR 

DefinUian: 

The  duties  of  incumbents  of  these  positions^  vrbiaii 
involve  the  supervision  of  employes  in  Grades  I  and  II, 
are  to  be  responsible  for  the  enforcement  of  the  Labor 
Law  within  a  specified  geographical  district  or  other 
primary  unit  of  organization,  to  reinspect  establishmeats 
on  appeals,  to  interpret  to  employers  and  employes  the 
provisions  of  the  Labor  Law  relative  to  conditions  in 
factories^  mercantile  establishments  and  other  places  of 
employment  and  the  rules  and  regulations  of  the  State 
department  charged  with  the  enforcement  of  said  law, 
and  to  advise  them  as  to  the  best  methods  of  compliance 
therewith,  and  to  perform  such  other  r^ted  duties  as 
may  be  assigned. 

E(vample8: 

AflBignmg  work  to  inspectors. 

Instructing  inspectors  on  technical  problems. 

Acting  upon  requests  for  extension  of  time  within 
which  to  comply  with  orders. 

Supervising  and  instructing  appointees  during  probs* 
tionary  period,  and  determining  their  oompetoice  for  per* 
manent  appointment. 

SUPERVISING  HOMEWORK  mSPECTOR 

DefinUion: 

The  duties  of  the  incumbent  of  this  position,  which 
require  a  high  degree  of  technical  training  and  experi- 
ence in  the  investigation  and  inspection  of  industrial 
conditions,  are  to  direct,  supervise  and  assume  complete 
responsibility  for  the  work  of  those  employes  in 
Grades  I  and  II  engaged  in  homework  and  tenement- 
house  inspection,  to  enforce  statutory  or  departmental 


419 

regulation  relative  to  manuf  acturing  in  tenement  houseB, 
and  to  perform  such  other  related  duties  as  may  be 
assigned. 

aVAUFICATIONS— 

SUPERVISING  INDUSTRIAL  INSPECTOR 
Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  U. 

2.  Not  less  than  three  years  of  service  in  Grade  II, 
or  if  appointed  otherwise  than  by  promotion  from 
Grrade  11,  at  least  three  years  of  experience  in  work  of 
Grade  II  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission,  acting  in  co- 
operation with  the  Industrial  Council. 

SUPERVISING  HOMEWORK  INSPECTOR 
The  person  holding  this  position  shall  have: 

(a)  As  a  basts  for  promotion: 

1.  Not  less  than  three  years  of  service  in 
Grade  IL 

2.  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  iService  Commission, 
acting  in  c(H>peration  with  the  Industrial  CounciL 

(b)  As  a  basis  for  original  entrance: 

1.  A  degree,  diploma  or  certificate  granted  on 
completion  of  a  standard  course  of  instruction  in  a 
college  of  recognized  standing,  and  in  addition  at 
least  five  years  of  experience  in  public  health  work 
or  in  industrial  or  social  investigation  work,  at 
least  one  year  of  which  shall  have  been  in  an  admin- 
istrative capacity. 

COMFENSATIOV— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $2340  to  $3060,  inclusive, 
with  standard  salary  rates  as  follows:  $2340,  $2580, 
$2820,  $3060. 
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SPECIAL  BEOULAIIOV  OOVEENINO  ASVAHCEMEIT  SAI- 

ART  SATES  — 

Adyancement  within  this  Grade  is  conditional  npon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed; 
provided  that  the  maximum  salary  rate,  $3060,  shall 
apply  only  to  Supervising  Industrial  Inspectors  assigned 
to  the  direction  and  supervision  of  the  inspection  of  mer- 
cantile establishments  throughout  the  entire  State,  or 
assigned  to  assist  the  Chief  Industrial  Inspector  in  the 
direction  and  supervision  of  the  inspection  of  factories 
and  other  establishments  in  a  major  division  of  tiie 
Stata 
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ORADE  IV  (O  9  IV)  Inapectional  Service 

Industrial  Inspector  Group 

TITLE  OF  POSITIONS  — 

CHIEF  INDUSTRIAL  INSPECTOR 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
require  the  highest  d^ree  of  technical  training  and 
administrative  ability  in  the  inspection  and  investigation 
of  industrial  conditions,  are  to  assume  complete  respon- 
sibility, subject  to  the  control  of  the  Director  of  Indus- 
trial Inspection,  for  the  direction  and  supervision  of 
the  inspection  of  factories,  mercantile  establishments 
and  other  places  of  employment  in  a  major  division  of 
the  State. 

QVAUFICATIOinS  — 

Persons  holding  these  positions  ^lall  haA)e: 

1.  The  minimum  qualifications  prescribed  for 
Grade  ni. 

2.  Not  less  than  three  years  of  service  in  Grade  III, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  III,  at  least  three  years  of  experience  in  work  of 
Grade  III  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission,  acting  in  co- 
operation with  the  Industrial  Council. 

COKFEHSATIOH— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from.  $3300  to  $3540,  inclusive, 
with  standard  salary  rates  as  follows:    $3300,  $3540. 
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OftADE  V  (O  9  V)  Itutpectional  Service 

Industrial  Inspector  Group 

TITLE  OF  POSITION— 

DIRECTOR  OF  INDUSTRIAL  INSPECTION 
DUTIES— 

Defimtion: 

The  duties  of  the  incumbent  of  this  position,  which 
require  the  highest  degree  of  technical  training  and 
administrative  ability,  are  to  assume  complete  respon- 
sibility for  the  direction  and  supervision  of  the  inspec- 
tion and  investigation  of  conditions  in  factories,  mer- 
cantile establishments  and  other  places  of  employment 
in  the  entire  ^State,  and  to  perform  such  duties  as  mar 
be  necessary  to  the  enf  orcemwit  of  statutory  or  depart- 
mental regulation  relative  thereto. 
■ 

QTTALITICATIONS  — 

The  person  holding  this  position  shall  have: 

(a)  As  a  bans  for  promotion: 

1.  Not  less  than  one  year  of  service  is 
Grade  IV  or  four  years  of  service  in  Grade  HI. 

2.  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  Oommission, 
acting  in  co-operation  witli  the  Lidustrial  CoanciL 

(b)  As  a  basis  for  original  entranoe: 

1.  The  minimum  qualifications  prescribed 
for  Grade  III. 

2.  Not  less  than  five  years  of  experience  in 
work  of  Grade  HI  character  and  standard. 

3.  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  Commissioii, 
acting  in  co-operation  with  the  Industrial  Council 

COMPENSATIOH  — 

The  range  of  annual  compensation  of  this  Grade 

for  full  time  service  is  from  $4500  to  $6000,  inclusive, 

with  standard  salary  rates  as  follows:     $4500,  $4800, 

$5100,  $5400,  $5700,  $6000. 

Note. —  The  above  standard  specification  shall  apply  only  to  that  position, 
the  incumbent  of  which  has  heretofore  been  designated  as  the  first  deputy 
commissioner  of  the  Industrial  Commission. 


INSPECTOR  OF  MECHANICAL  APPLIANCES  AND 

EQUIPMENT  OROUP  (G  10) 

InapeciUmal  Service 

Inepeotor  of  Meohamoal  Alliances  and 
DefinUion:  E<tuipment  Oroup 

The  term  Inspector  of  Mechanical  Appliances  and  Equip- 
ment Ghroup  is  used  to  identify  tbose  authorized  employments  of 
the  Inspectional  Service,  the  incumbents  of  whidi  are  required 
to  make  inspections  and  tests  of  and  reports  upon  the  strength, 
safety,  adequacy  or  accuracy  of  mechanical  appliances  and  equip- 
ment, and  to  perform  other  work  of  equivalent  character  and 
standard  not  covered  in  any  Group  specification. 
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Intpeotional  Service 
OBADB  I  (O  10  I)  Inspector  of  Meehamoal  AppUomM 

EqwipmeKt  Group 

THLES  OF  POSinOHB  — 

INSPECTOE  OF  GAS  METERS 
INSPECTOR  OF  ELECTRIC  METERS 
INSPECTOR  OF  BOILERS 

DTTTIES  — 

INSPECTOR  OF  GAS  METERS 

Definition: 

The  duties  of  incumbents  of  these  positions^  which 
are  performed  under  direction,  are  to  test,  seal  and 
tag  gas  meters,  to  record  and  report  findings  of  each  test, 
to  report  on  meter  complaints,  and  to  perform  such  other 
related  duties  as  may  be  assigned. 

INSPECTOR  OF  ELECTRIC  METERS 
Definition: 

The  duties  of  incumbents  of  these  positions,  wfai^ 
are  performed  under  direction,  are  to  investigate  and 
report  on  laboratory  or  field  tests  of  electric  meters,  to 
verify  the  accuracy  of  electrical  instruments  used  in 
testing  electric  meters,  and  to  make  similar  investiga- 
tions or  inspections  as  may  be  assigned. 

INSPECTOR  OF  BOILERS 
Definition: 

The  duties  of  incumbents  of  these  positions,  which 
are  performed  under  direction,  are  to  inspect  and  re- 
port on  the  internal  and  external  condition  of  steam 
boilers,  to  make  recommendations  as  a  basis  for  execu- 
tive action  regarding  allowable  steam  pressure  and 
repairs  and  structural  changes  necessary  to  insure  the 
safety  of  boilers,  and  to  investigate  and  report  on  other 
hazards  as  assigned. 
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QVAUFICATIOinS  — 

INSPECTOR  OF  GAS  METERS 

Persons  holding  these  positions  shall  have: 

1.  ilTot  less  than  four  years  of  experience  in  the 
manufactore,  testing,  repairing  or  inspecting  of  gas 
meters  in  a  gas  meter  manufacturing  plant  or  in  a  gas 
company. 

2.  Such  additional  qualificatiouB  as  may  be  required 
by  the  State  Civil  Service  Commission. 

INSPECTOR  OF  ELECTRIC  METERS 

Persons  holding  these  positions  shall  ha/oe: 

1.  Not  less  than  four  years  of  experience  in  the 
manuf acture,  testing,  repairing,  inspecting  or  installing 
of  electric  meters  in  an  electric  meter  manufacturing 
plant  or  in  an  electric  plant;  or 

2.  Such  training  as  is  evidenced  by  a  degree, 
diploma  or  certificate  granted  on  completion  of  a  stand- 
ard course  of  instruction  in  electrical  engineering  in  an 
engineering  school  of  recognized  standing,  or  proof  of 
other  training  recognized  by  the  State  Civil  Service 
Commission  as  the  equivalent  thereof,  and  in  addition 
not  less  than  one  year  of  experience  in  the  manu- 
facture, testing,  repairing,  inspecting  or  installing  of 
electric  meters  in  an  electric  meter  manufacturing  plant 
or  in  an  electric  plant. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

INSPECTOR  OF  BOILERS 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  one  year  of  experience  as  a 
journeyman  boiler  maker  or  as  a  boiler  inspector. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission  acting  in  co- 
operation with  the  Industrial  Council. 
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COMPENSATION  — 

INSPECTOR  OF  GAS  METERS 
INSPECTOR  OF  ELECTRIC  METERS 

The  range  of  annual  compensation  of  these  positions 
in  this  Grade  for  full  time  service  is  from  $1080  to 
$1320,  inclusive,  with  standard  salary  rates  as  follows: 
$1080,  $1200,  $1320. 

BOILER  INSPECTOR 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $1080  to 
$1440,  inclusive,  with  standard  salary  rates  as  follows: 
$1080,  $1140,  $1200,  $1320,  $1440. 

SPECIAL  BEOVLATIOir  OOVEBHJNG  HAZIMTJIC  SAIABT 

RATE  FOB  BOIIEB  JHSFECTOB 

The  maximum  salary  rate,  $1440,  shall  be  assigned 
only  to  positions  involving  supervisory  responsibility. 
Such  rate  shall  be  designated  after  individual  appraisal, 
imder  the  Rules  of  the  State  Civil  Service  Cominia- 
sion,  indicating  that  the  rate  so  determined  does  not 
exceed  the  value  of  work  to  be  performed. 
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Inapectional  Service 
GBADE  H  (G  10  H)  Inapeotor  of  Meohamoal  AppUanoee  €md 

Equipment  Oroup 

TITLES  OF  POSITIONS  — 

INSPECTOR  OF  LOCOMOTIVE  BOILERS  AND 

EQUIPMENT 
SENIOR  INSPECTOR  OF  ELECTRIC  METERS 
INSPECTOR  OF  STEAM  AND   MOTOR   VES- 
SELS 
DXmES  — 

INSPECTOR  OF  LOCOMOTIVE  BOILERS  AND 
EQUIPMENT 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
are  performed  under  direction,  are  to  inspect,  test 
periodically  and  report  upon  locomotive  boilers  and 
mechanical  equipment  of  steam  railroads  and  of  other 
public  utility  corporations,  not  covered  in  any  other 
Group  specification^  to  determine  the  safety  and  ade- 
quacy of  such  equipment,  and  to  investigate  and  report 
upon  accidents  and  complaints  resulting  from  the  oper- 
ation and  maintenance  of  such  equipment. 

SENIOR  INSPECTOR  OF  ELECTRIC  METERS 

Definiiion: 

The  duties  of  incumbents  of  these  positions,  which 
may  involve  supervision  of  Inspectors  of  Electric 
Meters  in  Grade  I,  are  to  conduct  laboratory  tests  and 
inspections  of  cables  and  other  electrical  equipment  for 
subway  construction,  of  new  types  of  electric  meters 
and  other  electrical  devices  intended  for  use  by  electric 
lighting  companies,  to  prove  electrical  testing  instru- 
ments and  to  certify  the  accuracy  of  meters  of  electric 
lighting  companies. 

INSPECTOR   OF   STEAM  AND   MOTOR   VES- 
SELS 

DefinUion: 

The  duties  of  the  incufnbent  of  this  position  are 
to  inspect  the  hulls,  boats  and  equipment  of  steam  and 
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motor  vessels,  to  iiiBpect  and  test  steam  boilers  of  vesseK 
to  investigate  steam  and  motor  vessel  accidents,  to  issae 
certificates  of  inspection  and  to  perform  such  other 
duties  as  may  be  necessary  to  the  enforcement  of  statu- 
tory or  departmental  regulation  relative  thereto. 

QFAIHTCATIONS  — 

INSPECTOE  OF  LOCOMOTIVE  BOILERS  A^'D 
EQUIPMENT 

Persons  holding  these  positions  shall  have: 

1.  Not  lees  than  eight  years  of  experience  in  the 
inspection,  testing  or  manufacture  of  steam  boilers  aiu), 
other  mechanical  equipment  used  by  public  utility  cot- 
porations,  at  least  three  years  of  which  shall  have  been 
spent  as  a  locomotive  engineer,  railroad  shop  foreman, 
road  foreman  of  engineers,  general  inspector  of  boiler 
equipment  or  boiler  shop  foreman. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

SENIOR  INSPECTOR  OF  ELECTRIC  METERS 
Persons  holding  these  positions  shall  ha/oe: 

1.  The  minimum  qualifications  prescribed  for 
Inspector  of  Electric  Meters  in  Grade  I. 

2.  Not  lees  than  three  years  of  service  as  an  In- 
spector of  Electric  Meters  in  Grade  I,  or  if  appointed 
otherwise  than  by  promotion  from  Grade  I,  at  least 
two  years  of  experience  in  an  electrical  testing  labora- 
tory in  electric  meter  inspection  work  of  Grade  I  char 
acter  and  standard;  or 

3.  Such  training  as  is  evidenced  by  a  degree, 
diploma  or  certificate  granted  on  completion  of  a  stand- 
ard course  of  instruction  in  electrical  engineering  in 
an  engineering  school  of  recognized  standing,  and  in 
addition  not  less  than  two  years  of  experience  in 
electric  meter  inspection  work  of  Grade  I  character 
and  standard. 
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4.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

INSPECTOR  OF   STEAM'  AND   MOTOR  VES- 
SELS 

The  person  holding  this  position  shall  have: 

1.  Not  less  than  five  years  of  experience  as  a 
licensed  master  and  pilot  of  a  steam  vesseL 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPEHBATION  — 

INSPECTOR  OF  LOCOMOTIVE  BOILERS  AND 
EQUIPMENT 

The  range  cf  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $1680  to 
$2580^  inclusive,  with  standard  salary  rates  as  follows : 
$1680,  $1800,  $1980,  $2160,  $2340,  $2580. 

SENIOR  INSPECTOR  OF  ELECTRIC  METERS 

Tlie  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $1560  to 
$2160,  inclusive,  with,  standard  salary  rates  as  follows: 
$1660,  $1680,  $1800,  $1980,  $2160. 

INSPECTOR   OF   STEAM  AND   MOTOR   VESr 
SELS 

The  monthly  compensation  of  this  position  in  this 
Grade  for  full  time  service  is  $225  per  month. 

SPECIAL  SEOULATION  OOVEBiriNa  ADVAITCEHENT  SAIr 

ART  SATES— 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  he  performed. 
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Inspeotumal  Service 
GRADE  ni  (G  10  m)  Impeotor  of  Mechamioal  AppUamoei  a$id 

Bquipmeni  €hroup 

TITLE  OF  POSITION  — 

CHIEF  INSPECTOR  OF  STATIONARY  BOIIr 
ERS  AND  EXPLOSIVES 
BTSTIEa  — 

Definition: 

The  duties  of  the  incumbent  of  this  position,  which 
involve  supervision  of  Inspectors  of  Boilers  in  Grade  I, 
are  to  assume  responsibility  for  the  enforcemeat  of 
statutory  and  departmental  regulation  relative  to  tiie 
inspection  of  stationary  boilers  and  the  storage  of  ex- 
plosives and  inflammable  materials. 

Note. — Owing  to  the  seasonal  character  of  the  work  of  this  position,  the 
incumbent  thereof  shall  receive  this  compensation  only  when  actuaUy  engaged 
in  the  above  duties. 

QFALmCATIONS— 

The  person  holding  this  position  shall  ha/oe: 

(a)  Ab  a  basis  for  promotioiL: 

1.  ilfot  less  than  four  years  of  service  as  an 
Inspector  of  Boilers  in  Grade  I. 

2.  Such  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  CommiBsion. 

(b)  As  a  basis  for  original  appointment: 

1.  ISTot  less  than  eight  years  of  experience  in 
the  inspection,  testing  or  manufacture  of  steam 
boilers,  at  least  four  years  of  which  shall  have 
been  spent  as  a  boiler  shop  foreman,  or  in  the 
supervision  of  boiler  inspection,  or  similar  super- 
visory employment;  or 

2.  A  degree  in  civil  or  mechanical  engineer 
ing  from  an  institution  of  recognized  standing 
and  in  addition,  not  less  than  four  years  of  experi- 
ence in  the  inspection,  testing  or  manuf  actare  of 
steam  boilers,  two  years  of  which  shall  have  been 
spent  in  a  supervisory  capacity. 
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3.  Sach  additional  qualifications  as  may  be 
required  by  the  State  Civil  Service  Commission 
acting  in  co-operation  with  the  Industrial  Council. 

COMPENSATION— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $2340  to  $3060,  inclusive, 
with  standard  salary  rates  as  follows:  $2340,  $2580, 
$2820,  $3060. 

SPECIAL  BEOTJLATION  OOVEBNINO  SALABT  BATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 


INSPECTOR  OF  BONES  AND  TTJNNELS  GROUP 

(Oil) 

Jfiapecitofial  Service 
De'S.niiion,  •  Inspector  of  Mines  and  Tunnels  Group 

The  term  Inspector  of  Mines  and  Tunnels  Group  is  used 
to  identify  those  authorized  employments  of  the  Inspeetional 
Service,  the  incumbents  of  which  are  required  to  inspect  and 
report  upon  working  conditions,  safety  appliances,  hazards  and 
methods  of  accident  prevention  in  mines,  tunnels,  drifts,  inclines, 
slopes,  caissons  and  quarries,  to  determine  the  adequacy  of  the 
compressed  air  equipment  by  tests,  and  to  investigate  the  hours 
of  labor  in  air  under  pressure,  and  to  perform  such  other  work 
as  may  be  necessary  to  the  enforcement  of  the  provisions  of  the 
Labor  Law  relative  thereto. 
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Inapectional  Service 
GRADE  I  (O  11  I)  Inspector  of  Minee  and  TunneU  Group 

TITLE  OF  POSITIONS — 

INSPECTOR  OF  MlxXES  AND  TUNNELS 

DirriES— 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 

inspect  and  report  upon  the  working  conditions,  safety 

appliances,  hazards  and  methods  of  accident  prevention 

in  mines^  tunnels,  drifts^  inclines,  slopes^  caissons  and 

quarries,  to  test  the  adequacy  of  the  compressed  air 

equipment,  to  investigate  the  hours  of  labor  in  air  under 

pressure,  and  to  perform  such  other  duties  as  may  be 

necessary  to  the  enforcement  of  the  provisions  of  the 

Labor  Law  relative  thereto. 

Baemplee: 

Inspecting  timbering,  hanging  work  and  rock,  ele^ 
trical  equipment  and  methods  of  storing,  handling  and  ex- 
ploding explosives  in  mines  and  tunnels. 

Testing  locks,  valves  and  machinery  of  air  chambers 
where  compressed  air  construction  work  is  carried  on. 

QVAIIFICATIONS— 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  three  years  of  experience  in  mine, 
tunnel  or  caisson  work  in  a  supervisory  capacity. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1440  to  $2160,  inclusive, 
with  standard  salary  rates  as  follows:  $1440,  $1560, 
$1680,  $1800,  $1980,  $2160. 

SPECIAL  BEOULATION  GOVEBNINa  ADVANCEMENT  SAIr 

ART  SATES— 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  th^  y^lue  of  tb^  work  to  be  performed. 


MISCELLANEOUS  INSPECTOR  GROUP  (G  12) 

Intpeciiondl  Service 
Dp-ftnalimt*  Miscellaneotu  Inspector  Group 

The  term  Miscellaneous  Inspector  Oroup  is  used  to  identify 
tfaofle  authorized  employments  of  the  Inspectional  ^Service,  the 
incumbents  of  which  are  required  to  make  inspection  and  inves- 
tigations and  reports  upon  those  conditions,  practices  or  methods 
not  covered  in  any  other  Group  specifications  which  are  the  sub- 
ject of  statutory  or  departmental  regulation,  for  the  purpose  of 
correcting  existing  irregularities  and  enforcing  such  statutes  or 
regulation. 
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Inapedional  Bervice 
Oi&ADE  I  (O  12  I)  MisceUnmeou8  Inspa^tor  Oroup 

TITLES  OF  FOSITIOHS  — 

COLD  STORAGE  INSPECTOR 
INSPECTOR  OF  WEIGHTS  AND  MEAUSURES 
INSPECTOR  OF  MOTOR  VEHICLE  TRAFFIC 
PHARMACEUTICAL  INSPECTOR 
INSPECTOR  OF  EXPLOSIVES 

DUTIES— 

COLD  STORAGE  INSPECTOR 

Definition: 

The  duties  of  incumbeutB  of  these  positions  are  to 
make,  imder  supervision,  routine  or  special  inspectioDB 
of  cold  storage  warehouses,  public  markets  and  other 
places  where  cold  storage  foods  are  held,  ofiFered  for  sale 
or  sold  for  the  purpose  of  obtaining  and  reporting  legal 
proof  of  violations  of  those  provisions  of  the  Public 
Health  Law  relative  to  cold  storage,  to  testify  in  court 
upon  alleged  violations  and  to  perform  such  other 
related  duties  as  may  be  necessary  to  the  enforcement 
of  said  law. 

INSPECTOR  OF  WEIGHTS  AND  MEASURES 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
check  the  work  of  local  sealers  of  weights  and  measures 
by  making  inspections  and  tests  of  scales,  wei^ts  and 
measures,  to  make  special  tests  of  weighing  and  measor 
ing  apparatus,  to  instruct  and  assist  city  and  county 
sealers  of  weights  and  measures  in  the  performance  of 
their  duties,  to  obtain  and  report  legal  proof  of  yidsr 
tions  of  the  law  relative  to  weights  and  measures,  to 
testify  in  court  upon  alleged  violations  and  to  perform 
such  related  duties  as  may  be  necessary  to  the  enforce- 
ment of  said  law. 
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INSPECTOR  OF  MOTOR  VEHICLE  TRAFFIC 

Deivniticn: 

The  duties  of  incumbents  of  these  positions  are  to 
make,  under  supervision^  routine  or  special  inspections 
of  motor  vehicle  traffic  for  the  purpose  of  obtaining  and 
reporting  legal  proof  of  violations  of  the  Motor  Vehicle 
Law,  and  to  perform  such  other  related  duties  as  may 
be  necessary  to  the  enforcement  of  said  law. 

Inspecting  automobile  trai&e  between  New  Jerwtj  and 
New  York. 

Investigating  automobile  aocidente. 

Investigating  complaints  of  alibied  violations  of  tbe 
Motor  Vehicle  Law. 

Preparing  daily  and  other  reports  of  inspections  and 
inYestigationB. 

PHAEMACEUTICAL  INSPECTOR 

DefifUtion: 

The  duties  of  incumbents  of  these  positions  are  to 
make,  under  supervision,  inspections  of  pharmacies, 
hospitals  and  other  places  where  drugs^  medicines  and 
prescriptions  are  prepared,  compounded  or  dispensed 
for  the  purpose  of  obtaining  and  reporting  l^al  proof 
of  violations  of  the  Pharmacy  Law,  to  testify  in  court 
upon  such  alleged  violations  and  to  perfonu  such  related 
duties  as  may  be  necessary  to  the  enforcement  of  said 
law. 

Bwamplet: 

Inspecting  poison  r^iBtere  and  other  books  of  record. 
GoUecting  samples  of  drugs,  medicines  and  prescrip- 
tions for  analysis. 

Sbcamining  licenses  and  certificates  of  employes. 

INSPECTOR  OF  EXPLOSIVES 

DefinUicn: 

The  duties  of  incumbents  of  these  positions  are  to 
make  under  direction,  routine  or  special  inspections  of 
containers  and  magazines  in  which  and  the  conditions 
under  which  explosives  are  manufactured,  stored,  sold. 
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transported,  to  report  tiiereon  and  make  recommeQda- 
tions  as  a  basis  for  executive  action  for  the  purpose  of 
enforcing  statutory  or  departmental  regulation  relatiYe 
thereto,  and  to  perform  such  other  related  duties  as 
may  be  assigned. 

Examples: 

Recording  the  kind  and  amount  of  ezplosivet  stored 
in  a  magasine,  meaauring  the  distance  from  such  magariiie  to 
the  nearest  highway  and  to  the  nearest  building,  and  report- 
ing on  the  structure  of  the  magazine. 

QXr  AUFICATIONS  — 

COLD  STORAGE  INSPECTOR 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  two  years  of  experience  in  a  cold 
storage  warehouse  or  plant  in  work  affording  oppor- 
tunity to  beoome  familiar  with  cold  storage  methods 
and  practices. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

INSPECTOR  OF  WEIGHTS  AND  MEASURES 

Persons  holding  these  positions  shall  have: 

1.  A  certificate  of  graduation  from  a  high  school 
or  proof  of  other  education  recognized  by  the  State 
Civil  Service  Commission  as  equivalent  thereof. 

2.  Not  less  than  one  year  of  experience  in  the  testr 
ing  of  weights  and  measures;  or 

3.  Not  less  than  two  years  of  experience  in  the 
manufacture  of  scales^  weights  and  measures  in  wori^ 
affording  opportunity  to  become  familiar  with  the  con- 
struction and  testing  of  scales^  wei^ts  and  measures. 

4.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

INSPECTOR  OF  MOTOR  VEHICLE  TRAFFIC 

Persons  holding  these  positions  shall  haA)e: 
1.  A  license  to  operate  motor  vehicles  granted  by 
the  proper  State  authority. 
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2.  Not  lees  than  two  years  of  ezperieiice  in  the 
operation  and  repair  of  motor  vehicles  while  holding  the 
license  above  required. 

4.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

PHARMACEUTICAL  INSPECTOR 

Persons  holding  these  positions  shall  have: 

1.  A  license  to  practice  pharmacy  issued  by  the 
State  Board  of  Pharmacy. 

2.  Not  less  than  one  year  of  experience  in  the  prac- 
tice of  pharmacy. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

INSPECTOR  OF  EXPLOSIVES 

Persons  holding  these  positions  shall  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COMPENSATION  — 

COLD  STORAGE  INSPECTOR 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $1080  to 
$1320,  inclusive,  with  standard  salary  rates  as  follows: 
$1080,  $1200,  $1320. 

INSPECTOR  OF  WEIGHTS  AND  MEASURES 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $1080  to 
$1440,  inclusive,  with  standard  salary  rates  as  follows: 
$1080,  $1200,  $1320,  $1440. 

INSPECTOR  OF  MOTOR  VEHICLE  TRAFFIC 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $1080  to 
$1440,  inclusive,  with  standard  salary  rates  as  follows: 
$1080,  $1200,  $1320,  $1440. 
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PHARMACEUTICAL  INSPECTOR 

The  range  of  annual  compensation  of  ibis  position 
in  this  Grade  for  full  time  service  is  from  $1200  to 
$1560,  inclusive,  with  standard  salary  rates  as  follows: 
$1200,  $1320,  $1440,  $1560. 

INSPECTOR  OF  EXPLOSIVES 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $900  to 
$1200,  inclusive,  with  standard  salary  rates  as  follows: 
$900,  $960,  $1020,  $1080,  $1140,  $1200. 

SPECIAL  BEOVLATION  OOVERNING  ADVAKCEKEHT  SAL- 
ART  SATBS— 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  desigiuited 
do  not  exceed  the  value  of  the  work  to  be  performed 
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QRADE  n  (O  18  n)  Inspeotumal  Servioe 

MitoeUaneoua  ImpeoUtr  Group 

IHLE  OF  Fosinov— 

SUPERVISING  COLD  STORAGE  INSPECTOR 
DUTIES — 

Definition: 

The  duties  of  the  inouinbeiit  of  this  poeitiony  which 
require  special  knowledge  of  cold  storage  inspection 
and  involve  a  high  d^ee  of  responsibility,  are  to  direct 
and  supervise  cold  storage  inspectors  in  Grade  I,  to 
assume  immediate  responsibility  for  the  enforcement 
of  the  provisions  of  the  Public  Health  Law  relative  to 
cold  storage,  to  make  special  inspections  or  investiga- 
tions as  a  basis  for  administrative  control,  to  prepare 
reports  upon  the  results  of  field  investigations  and  to 
perform  such  other  related  duties  as  may  be  necessary 
to  the  enforcement  of  said  law. 

QFAIIFIOATIOVS  — 

The  person  holding  this  position  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  L 

2.  Not  less  than  two  years  of  service  as  a  cold 
storage  inspector  in  Grade  I,  or  if  appointed  otherwise 
than  by  promotion  from  Grade  I,  at  least  three  years  of 
experience  in  cold  storage  inspectional  work  of  Grade  I 
character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMFEHSAIIOV— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1800  to  $2340,  inclusive, 
with  standard  salary  rates  as  follows:  $1800,- $1980, 
$2160,  $2340. 
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SPECIAL  BEOULATIOir  OOVEBimrO  ADYAHCEMiaiT  itir 

ABT  SATES  — 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Senrioe 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed. 


INSPECTOR  OF  PLANT  INDUSTRY  GROUP  (0  13) 

In^peotional  Service 
DcHniiiim  ■  Inepeotar  of  PUmt  Indueiry  Group 

The  term  Inspector  of  Plant  InduBtry  Group  is  used  to 
identiiy  those  authorized  employments  of  the  Inspectional  Serv- 
ice, the  inenmbents  of  whidi  are  required  to  perform  such  work 
in  the  prevention,  detection  and  extirpation  of  insect  pests  and 
fungas  growths  and  in  the  protection  and  promotion  of  plant 
industry  as  may  be  necessary  to  the  enforcement  of  provisions  of 
the  Agricultural  Law  relative  thereto. 
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GRADE  I  (O  13  I)  Inspectumal  Service 

Inspector  of  Plant  Industry  Oroup 

TITLE  OF  POSITION  — 

INSPECTOR  OF  PLANT  INDUSTRY 
DUTIES— 

Defimtion: 

The  duties  of  incumbents  of  these  positions  are  to 
make  inspections  of  and  reports  upon  nurseries^  orch- 
ards and  interstate  shipments  and  importations  of 
nursery  stock,  for  the  purpose  of  preventing,  detecting, 
controlling  and  extirpating  insect  pests  and  fungas 
growths  injurious  to  plant  life,  to  ajssist  in  exterminating 
same,  to  inspect  and  sample  insecticides  and  fungicides^ 
to  inspect,  instruct  and  assist  in  the  grading  and  packing 
of  apples  and  to  perform  such  other  related  duties  in 
the  promotion  of  plant  industry  as  may  be  necessary  to 
the  enforcement  of  the  provisions  of  the  Agricultural 
Law  relative  thereto. 

air ALiFicATioirs  — 

Persons  holding  these  positions  shaU  ha/ve: 

1.  Not  less  than  two  years  of  experience  in  an 
orchard  or  nursery  in  the  cultivation  of  trees  and  shrubs. 

2.  Such  additional  qualifications  ae  may  be  required 
by  the  State  Civil  Service  Commission. 

COMFENSATIOH— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $900  to  $1260,  inclusive, 
with  standard  salary  rates  as  follows:  $900,  $960, 
$1020,  $1080,  $1140,  $1260. 
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GttADE  n  (O  13  n)  Intpeotional  Service 

Inspector  of  Plant  Induetry  Group 

TnUB  OF  POSITION— 

SUPERVISING    INSPECTOR   OF   PLANT    IN- 
DUSTRY 
DUTIES— 

Defimtion: 

The  duties  of  inciunbeats  of  these  positions  are  to 
supervise  and  assist  small  groups  of  inspectors  in  the 
prevention,  detection  and  extirpation  of  insect  pests 
and  fungus  growths  injurious  to  plant  life,  to  supervise 
and  assist  in  the  inspection,  grading  and  packing  of 
apples,  to  make  special  inspections  and  investigations 
for  ibe  protection  and  promotion  of  plant  industry,  and 
to  assist  in  the  direction  of  the  bureau  or  other  primary 
unit  of  the  State  department  charged  with  this  function. 

air AUFicATioirs  — 

Persons  holding  these  positions  Aall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  five  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  I,  at  least  five  years  of  experience  in  work  of 
Grade  I  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1440  to  $1980,  inclusive, 
with  standard  salary  rates  as  follows:  $1440,  $1560, 
$1680,  $1800,  $1980. 

SPECIAL  BEOTTLATION  OOVESNINO  ADVANCEMENT  SAL- 

ABT  SATES— 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
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Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed; 
provided  that  the  last  two  salary  rates,  $1800  and 
$1980,  shall  apply  only  to  that  position,  the  incumbent 
of  which  shall  be  designated  Assistant  Chief  Inspector 
of  Plant  Industry. 
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OSADE  m  (O  13  m)  Inapeciiondl  Service 

Inspector  of  Plant  Industry  Group 

TITLE  OF  POSITION — 

CHIEF  INSPECTOR  OF  PLANT  INDUSTRY 

DVTIES  — 

Definiiion: 

The  duties  of  incumbents  of  these  positions^  which 
require  a  high  degree  of  administrative  ability  and 
special  knowledge  in  the  methods  of  prevention^  detec- 
tion and  extirpation  of  insect  pests  and  fungus  growths, 
are  to  supervise  employes  in  Grades  I  and  II  and  assume 
complete  responsibility  for  the  administration  of  the 
bureau  or  other  primary  unit  of  the  State  department 
charged  with  the  promotion  of  plant  industry,  to  con- 
duct research  in  plant  industry  and  to  perform  such 
other  related  duties  as  may  be  necessary  to  the  enforce- 
ment of  the  provisions  of  the  Agricultural  Law  relative 
thereto. 

QUAUEICATIOliS  — 

The  persons  holding  this  position  shall  ha/ve: 

1.  The  minimum  qualifications  prescribed  for 
Grade  IL 

2.  Not  less  than  three  years  of  service  in  Grade  II, 
or  if  appointed  otherwise  than  by  promotion  from  Grade 
II,  at  least  eight  years  of  eicperience  in  work  of  Grade 
II  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMFENSATIOH— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $2580  to  $3300,  inclusive, 
with  standard  salary  rates  as  follows:  $2580,  $2820, 
$3060,  $3300. 
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SPECIAL  EEGULATIOH  OOTZBHIHa  SALABT  SATES- 

The  eatranoe  and  other  salary  rates  of  positions 
classified  within  this  Orade  are  conditional  upon  ap- 
praisal, under  the  roles  of  the  State  Oivil  Service  Com- 
mission, indicating  that  the  rates  to  be  determined  do 
not  exceed  the  value  of  the  work  to  be  performed. 


IM8PE0T0R  OF  PUBLIC  8EBVI0E  QBOUP  (G  14) 

InMpeotional  Htrvioe 
Definition :  Inspector  of  FuhUo  Servioe  Group 

The  term  Inspector  of  Public  Service  Group  is  used  to 
identify  those  authorized  employments  of  the  Inspectional  Serv- 
ice, the  incumbents  of  which  are  required  to  inspect,  investigate 
and  report  upon  the  methods,  practices  and  operation  of  public 
service  corporations,  which  are  subject  to  statutory  or  depart- 
mental regulation,  for  the  purpose  of  improving  the  service, 
promoting  public  safety,  coneerving  public  property  and  re- 
sources, and  enforcing  compliance  with  these  provisions  of  law 
relative  thereto  and  the  rules  and  regulations  of  those  bureaus  or 
other  primary  units  of  State  departments  charged  with  the  regu- 
lation of  public  utilities. 

449 
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GBADE  I  (O  14  I)  In^peotUmal  and  IwoeMtigaiiimal  Bmrvia 

Inspector  of  Puhlio  Service  Oroup 

TITLES  OF  POSITIONS  — 

INSPECTOR  OF  TELEPHONE  TEaFFIC 

INSPECTOR  OF  RAILROAD  FIRE  PREVEN- 
TION 

TRANSIT  INSPECTOR 

INSPECTOR  OF  TELEPHONE  AND  TELE- 
GRAPH   EQUIPMENT 

DxrriEs— 

INSPECTOR  OF  TELEPHONE  TRAFFIC 

Defi7ntum: 

The  duties  of  incumbents  of  these  positions  are  to 
make  inspections  of  and  reports  upon  the  organization 
of  central  offices  of  telephone  companies  and  the  ope^ 
ating  methods  and  practices  employed  therein,  as  to 
the  quality  and  efficiency  of  the  service  rendered,  to 
make  investigations  of  and  detailed  reports  upon  com- 
plaints and  to  perform  Such  other  duties  of  an  equivalent 
character  and  standard  as  may  be  assigned. 

Eaamplea: 

Inspecting  telephone  operating  rooms,  8witchbosrd% 
operating  quarters  and  all  properties  in  central  offices  isatA 
in  rendering  telephone  service. 

Investigating  rules,  regulations,  methods  and  prsctice*. 

Interviewing  telephone  subscribers. 

Making  tests  of  the  speed  and  accuracy  of  each  itcp 
of  operation  in  all  branches  of  the  telephone  service. 

INSPECTOR   OF   RAILROAD   FIRE   PREVEN- 
TION 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
inspect  or  supervise  the  inspection  of  railroad  loco- 
motives and  rights  of  way  for  fire  prevention  p«^ 
poses,  to  make  reports  upon  same,  and  to  perform  such 
other  related  duties  as  may  be  necessary  to  the  enforce- 
ment of  the  provisions  of  the  law  relative  thereto. 

Btoamples: 

Inspecting  spark  arresters,  front  ends,   lereesi,  tf^ 
pans,  and  simifiir  eauipment. 

Inspecting  ri^^ts  of  way  for  fire  hazards. 
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TRANSIT  INSPECTOR 
Definiti&n: 

The  duties  of  incumbents  of  these  positions  are  to 
make  investigations  of  and  reports  upon  railway  and 
railroad  operations  to  determine  compliance  with  sched- 
ules and  the  regulations  governing  transfers,  rates^ 
accidents,  ventilation,  heating,  sanitary  conditions,  to 
report  upon  complaints  and  to  perform  such  other  duties 
of  an  equivalent  character  and  standard  as  may  be 
assigned. 

INSPECTOR    OF    TELEPHONE    AND    TELE- 
GRAPH   EQUIPMENT 
DefinUicn: 

The  duties  of  incumbents  of  these  positions  are  to 
make  inspections  of  and  reports  upon  the  phjsical 
property,  methods  and  practices  of  telephone  and  tele- 
graph companies,  to  check  inventories  and  appraisals  of 
the  properties  of  the  same,  to  inspect  the  general  service, 
rates  and  the  adequaxsy  and  safety  of  the  facilities  or 
equipment  used,  to  make  investigations  of  and  detailed 
reports  upon  complaints,  and  to  perform  such  other 
duties  of  an  equivalent  character  and  standard  as  may 
be  assigned. 

Ewample^: 

Inspecting  buildings,  poles^  wires,  cables,  switchboards, 
instruments,  appliances,  devices  and  all  properties. 

Investigating  rules,  regulations,  rates  and  all  methods 
and  practices. 

Inspecting  electric  light,  power  and  other  electrical 
construction,  in  connection  with  telephone  and  tel^praph 
lines,  where  hazards  to  employes  or  the  public  may  be 
involved. 

Checking  records. 

Making  tests  of  aU  the  branches  of  telephone  and  tele- 
graph service. 

aUAimCATIONS  — 

INSPECTOR  OF  TELEPHONE  TRAFFIC 
Persons  holding  these  positions  shall  have: 
1.  Not  less  than  two  years  of  experience  as  a  super- 
visor in  a  central  telephone  exchange  or  at  least  two 
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years  of  other  experience  of  equivalent  character  and 
standard. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Oommission« 

mSPECTOR   OF   RAILROAD   FIRE   PREVEN- 
TION 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  two  years  of  experience  in  a 
railroad  repair  shop  or  in  other  woric  affording  oppor- 
tunity to  become  familiar  with  the  equipment  and 
construction  of  a  railroad  locomotive. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

TRANSIT  INSPECTOR 

Persons  holding  these  positions  shall  luwe: 

1.  Not  less  than  three  years  of  experience  in  the 
transportation  department  of  a  street  railway  or  steam 
railroad  company  in  an  employment  such  as  inspector 
or  dispatcher,  affording  opportunity  to  become  familiar 
with  schedules,  equipment,  service  and  general  transit 
methods. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

INSPECTOR    OF    TELEPHONE    AND    TELE- 
GRAPH   EQUIPMENT 

Persons  holding  these  positions  shall  have: 

1.  Not  less  tJian  three  years  of  experience  in  the 
operating  or  maintenance  departments  of  a  telegraph  or 
telephone  company,  at  least  two  years  of  which  shall 
have  been  spent  in  work  affording  opportunity  to  beowne 
familiar  with  general  operating  and  maintenance  con- 
ditions, methods  and  practices. 

2.  Such  additional  qualifications  as  may.be  required 
by  the  State  Civil  Service  Commission. 


468 

COMFEHSATION  — 

INSPECTOR  OF  TELEPHONE  TRAFFIC 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $1080  to 
$1200,  indusiyey  with  standard  salary  rates  as  follows: 
$1080,  $1140,  $1200. 

INSPECTOR  OF  RAILROAD  FIRE  PREVEN- 
TION 
The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $900  to  $1200, 
inclusive,  with  standard  salary  rates  as  follows :  $900, 
$980,  $1020,  $1080,  $1140,  $1200. 

TRANSIT  INSPECTOR 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $960  to  $1440, 
inclusive,  with  standard  salary  rates  as  follows :  $960, 
$1080,  $1200,  $1320,  $1440. 

INSPECTOR  OF  TELEPHONE  AND  TELE- 
GRAPH EQUIPMENT 
The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $1080  to 
$1440,  inclusive,  with  standard  salary  rates  as  follows: 
$1080,  $1200,  $1320,  $1440. 

SPECIAL    BEOULATIOir    OOVEBHIHO    THE    LAST    TWO 

SALABT  SATES  FOB  TBAHSIT  DTSFECTOB  AND 
nrSFECTOB  OF  TELEPHONE  AND  TELEOBAPH 
EQTUPMENT  — 

The  last  two  salary  rates,  $1320  and  $1440,  shall 
be  assigned  only  to  positions  involving  supervisory  or 
independent  responsibility.  Such  rates  shall  be  desig- 
nated after  individual  appraisal,  under  the  rules  of  the 
State  Civil  Service  Commisaion,  indicating  that  the  rate 
so  determined  does  not  exceed  the  value  of  the  work  to 
be  performed. 
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GBADE  n  (0 14  n) 

TITLES  OF  POSITIONS  — 

SUPERVISING  TRANSIT  INSPECTOR 
INSPECTOR  OF  TARIFFS 
INSPECTOR  OF  RAILROAD  TRAFFIC 

DUTIES  — 

SUPERVISING  TRANSIT  INSPECTOR 
DefinUion: 

The  duties  of  incumbents  of  these  positions,  which 
involve  supervision  of  transit  inspectors  in  Grade  I, 
are  to  direct  and  supervise  the  investigation  of  and 
reporting  upon  railway  and  railroad  operations,  to  make 
special  investigations  of  operating  conditions  and  to  per- 
form other  duties  of  equivalent  character  and  standard. 

INSPECTOR  OF  TARIFFS 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
make  investigations  of  and  reports  upon  freight  and 
passenger  tariffs  and  schedules,  to  investigate  oom- 
plaints  as  to  overcharges,  improper  routings  and  delays, 
and  to  perform  such  other  duties  of  equivalent  character 
and  standard  as  may  be  assigned. 

INSPECTOR  OF  RAILROAD  TRAFFIC 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
make  investigations  of  and  reports  upon  complaints  rela- 
tive to  passenger  train  service,  freight  and  passenger 
traffic  conditions,  for  the  purpose  of  improving  the 
service,  and  to  perform  other  duties  of  equivalent  char- 
acter and  standard. 

B0ample$: 

Answering  public  inquiries  relative  to  raflroad  nrfies 
rates  and  dassifleations. 

Interviewing  public  and  railroad  officials  in  coaaee- 
tion  witb  oomplainta  and  train  movements. 

Cbecking  train  dispatchers,  train  movement  aheeU. 

Kramining  monthly  reporta  of  paaaenger  train  moff- 
menta  and  train  aervice  buUetina. 
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aUAUFICATIONS  — 

SUPERVISING  TRANSIT  INSPECTOR 
Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Transit  Inspector,  Grade  T. 

2.  Not  less  than  five  vears  of  service  as  a  Transit 
Inspector  in  Grade  I. 

3.  Such  additional  qualifications  as  may  be  required 
bv  the  State  Civil  Service  Commission. 

INSPECTOR  OF  TARIFFS 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  ten  years  of  experience  in  railroad, 
railway  or  express  company,  at  least  five  years  of  which 
shall  have  been  spent  as  a  rate  clerk  or  in  such  other 
responsible  employment  affording  opportunity  to  become 
familiar  with  the  preparation,  investigation  and  adjust- 
ment of  rate  schedules  and  tariffs. 

2.  Such  additional  qualifications  as  may  be  re(]uired 
bv  the  State  Civil  Service  Commission. 

INSPECTOR  OF  RAILROAD  TRAFFIC 

Persons  holditig  thetse  positions  shall  have: 
!•  Not  less  than  five  years  of  experience  in  an 
employment,   such   as  conductor  or   chief   dispatcher, 
affording  opportunity  to  become  familiar  with  practical 
railroad  operation;  or 

2.  Not  less  than  five  years  of  experience  as  Chief 
Clerk  in  a  railroad  terminal  freight  oflice,  or  railroad 
freight  agent  in  a  city  of  moderate  size. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1680  to  $2340,  inclusive, 
with  standard  salary  rates  as  follows:  $1680,  $1800, 
$1980,  $2160,  $2340. 
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OBADE  m  (0 14  m) 

TITLE  OF  POSITIONS  — 

CHIEF  TRANSIT  IXSPECIOK 

DxrriEs— 

Definition: 

The  duties  of  the  incumbent  of  this  position,  vhich 
require  a  high  degree  of  administrative  ability  and 
knowledge  of  transportation  conditions  in  Xew  York 
city,  are  to  direct  and  supervise  all  Transit  Inspectors 
in  Grades  I  and  II  and  other  assigned  employes^  to  act 
as  the  assistant  to  the  head  of  that  bureau  or  other 
primary  unit  of  the  State  department  charged  with  the 
study  and  enforcement  of  transit  regulatiouB  in  New 
York  city,  and  to  perform  other  duties  of  equivaloit 
character  and  standard. 

QUALIFICATIONS  — 

l^he  person  holding  this  position  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Supervising  Transit  Inspector,  Orade  II. 

2.  Not  less  than  five  years  of  service  as  a  Super- 
vising Transit  Inspector  in  Orade  IT. 

•>.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

C0MFEN8ATI0H  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $2580  to  $3540,  inclusive, 
with  standard  salary  rates  as  follows:  $2580,  $2830, 
$3060,  $3300,  $3540. 
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BEOULATIONS  SUPPORTINa  THE  SPEOIFIOATIONS 
OF  PERSONAL  SERVIOE  IN  THE  STATE 

INSTITUTIONS 


1.  Applioation  of  Begnlatfoui 
The  following  r^golatiozis  shall  apply  to  all  employments  in  the 
several  State  institutions  which  are  classified  in  the  following 
Services  and  Groups : 

1.  Institutional  Service  —  All  Groups. 

2.  Managerial  Service  —  Institutional  Manager  Group. 

3.  Clerical  Service  —  Bookkeeper  Group,   Clerk  Group, 

Stenographer  Group,  Telephone  Operator  Group. 

4.  Professional  and  Scientific  Service  —  Dentist  Group, 

Nurse  Group,  Pharmacist  Group,  Physician  Group. 

5.  Educational  Service  —  Institutional  Teacher  and  Lec- 

turer Group. 

6.  Investigational  and  Examining  Service  —  After  Care 

Agent  Group,  Parole  Officer  Group. 

Section  2.  Bales  and  Begolatibni  Ooveiming  Maintenance,  and  Com* 

mutation  in  lieu  Thereof 

1.  Definition  of  term  "  Madntentmce  " 

The  term  ''maintenance"  wherever  used  in  the  specificatioud 
of  personal  service  includes  meals,  lodging  and  laundry.  Madnte- 
nance  shall  be  granted  in  accordance  with  the  rules  and  regulations 
of  the  governing  departmental  agency. 

3.  Special  Beguiation  Ooveming  Mainiencmce  of  FamilieB  of 
Superintendents,  Senior  Physicians  and  Stewards 

The  superintendents,  senior  physicians  in  charge  of  medical 
woik,  and  stewards  shall  be  granted  maintenance  for  their  fam- 
ilies. The  term  "  family  "  is  used  to  mean  self,  wife  and  minor 
children. 
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3.  Special  Begtdaiion  Governing  Maintenance  of  Other  Officen 

and  Employes 

Other  members  of  the  medical  staff,  junior  stewards  and  assist- 
ant stewards  shall  be  granted  complete  or  pairtial  Tnain^^«r^«w^  to 
the  extent  that  provision  can  be  made  therefor,  subject  to  die 
action  of  the  governing  departmental  agency. 

4.  Special  Regulation  Governing  Commutation  in  Lieu  of  Board 

and  Lodging 

Commutation  may  be  granted  in  lieu  of  lodging  or  meals, 
for  which  there  are  no  accommodations  at  the  institution  or 
when  the  superintendent  of  the  institution  and  the  departmental 
agency  deem  it  necessary  and  expedient  to  employ  married  people 
who  cannot  reside  at  the  institution. 

In  granting  commutation,  all  positions  which  entitle  incumbents 
to  not  more  than  $900  and  maintenance  shall  be  regarded  as  Class 
I,  and  all  positions  which  entitle  encumbents  to  more  than  $900 
and  maintenance  and  less  than  $1,560  and  maintenance  shall  be  re- 
garded as  Class  II.  All  positions  which  entitle  incumbents  to  not 
less  than  $1,560  and  maintenance  shall  be  regarded  as  CSass  IIL 

A  commutation  allowance  of  $4  per  month  for  each  of  ike 
three  daily  meals  and  $4  per  month  for  lodging  shall  be  granted 
employes  in  Class  I  by  the  superintendent  of  the  institution, 
subject  to  the  approval  of  the  governing  departmental  agency, 
provided  such  commutation  shall  be  granted  only  where  either 
board  or  lodging  or  both  or  part  thereof  cannot  be  furnished  at 
institutions  except  in  those  cases  where  it  is  necessary  or  expedi- 
ent to  employ  and  to  allow  such  commutation  to  married  people 
irrespective  of  the  capacity  or  available  accommodations  at  the 
institutions  for  those  employed. 

Employes  in  Class  II  shall  be  granted  a  commutation  allow- 
ance of  $5  per  month  for  each  of  the  three  daily  meals  and  $5 
per  month  for  lodging,  subject  to  the  same  regulations  provided 
for  Class  I,  unless  otherwise  provided  for  by  the  rules  and  regu- 
lations of  the  Civil  Service  Commission. 

An  appraisal  by  the  governing  departmental  agency  subject  to 
the  approval  of  the  Civil  Service  Commission  shall  be  made 
of  the  maintenance  allowance  for  employes  in  Class  III. 
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In  granting  commutation  the  superintendents  of  the  several 
institutions  shall  furnish  the  governing  departmental  agency  the 
neoesaazy  information  regarding  same. 

When  cottages  or  apartments  on  institutional  grounds  are  as- 
signed to  and  used  by  employes  the  governing  departmental  agency 
shall  be  responsible  for  the  assignment  and  the  rent  appraisal, 
the  same  to  be  deducted  from  the  commutation  allowance. 

5.  Special  Regulation  Ooveming  Housing  and  Other  Privileges 
at  the  StAte  Agricultural  Experimental  Station 

The  director  of  the  State  Agricultural  Station  shall  receive  a 
house  and  ordinary  produce  from  the  station  farm  in  addition  to 
his  compensation. 

He  may,  also,  upon  the  approval  of  the  Board  of  Control  of 
that  institution,  assign  such  houses  or  other  living  quarters  as 
may  be  available,  to  those  employes  who  attach  to  the  Station  as 
he  may  see  fit.  Such  privileges  shall  be  granted  in  addition  to 
the  standard  salary  rates  which  are  designated  to  the  several  posi- 
tions affected. 

Section  3.  Bales  and  Begulations  Governing  Compensation  for  Ward 

Employes  at  the  Matteawan  State  Hospital,  the  Dan- 
nemora  State  Hospital,  the  Hospital  for  the  Treat- 
ment of  Incipient  Tubercnlosis  and  the  Qnarantine 
Hospitals  at  the  Port  of  Hew  York 

1.  Special  Regulation  Ooveming  Compensation  of  Ward  Em- 
ployes in  Matteawan  State  Hospital  and  Darunemora  State 
Hospital 

The  range  of  annual  compensation  for  full  time  service  for  ward 

employes  at  Matteawan  State  Hospital  shall  be  as  follows : 

Attendants  (male) $360  to  $540  inclusive,  with  maintenance. 

Attendants  (female)  ...  270  to   420         "  "  " 

Charge   attendants 

(male) 450  to    660  inclusive,  with  maintenance 

Charge   attendants 

(female)   360to    540  "  " 

Chief  attendants  (male).  690  to    840  "  ''  " 

Chief  attendants  (fe- 
male)     600to    750  "  "  •• 
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The  range  of  annual  oompenaation  for  full  time  service  for  ward 
employes  at  Dannemora  State  Hospital  shall  be  as  follows: 

Attendants  (male) $360  to  $540  inclusive,  with  maintenanos. 

Charge   attendants 

(male) 480  to   720 

Chief  attendants  (male).  T20to   870 

For  each  class  of  work  referred  to  in  both  Matteawan  and  Dan- 
nemora there  shall  be  a  probationary  period  of  four  months,  at  the 
end  of  which,  if  the  work  has  been  satisfactory,  there  shall  be  an 
increase  of  $30  in  the  annual  rate. 

The  yearly  increase  for  these  several  positions  banning  with 
the  end  of  the  probationary  period  shall  be  $30  where  the  annual 
salary  is  less  than  $600  with  the  exception  of  the  maximum  rate 
for  male  attendants  in  both  Matteawan  and  Dannemora  in  whidi 
case  this  rate  shall  be  granted  only  after  an  additional  two  yean 
of  service.  When  the  salary  rates  are  more  than  $600  the  annual 
increases  following  the  probationary  period  shall  be  $60  until  the 
maximum  is  reached.  Charge  attendants  who  are  graduates  of 
training  schools  for  nurses  shall  have  an  additional  annual  com- 
pensation of  $80  in  recognition  of  the  training  and  experieiioe  ai 
a  nuTjse. 

2.  Special  Regulation  Oovemmg  Compenaaium  of  Ward  Emr 
ployea  at  the  Hospital  for  the  Treatment  of  Incipient  Tvbercur 
losis  at  Bay  Brooh  and  at  the  Quarantine  Hoepitals  at  the 
Port  of  New  York 

At  the  Hospital  for  the  Treatment  of  Incipient  TuberculosLi  at 
Ray  Brook  and  the  Quarantine  Hospitals  at  the  Port  of  Keff 
York,  an  additional  compensation  of  $120  shall  be  granted  to  at- 
tendants, charge  attendants  and  chief  attendants  in  recognition 
of  the  undesirability  of  the  servica  In  case,  however,  convales- 
cent patients  are  assigned  to  this  work  a  deduction  of  $60  shall 
be  made  r^ularly  from  the  special  annual  rate  in  consideration  of 
special  care  and  treatment 
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Seetion  4.  Bnlet  and  B^n>l*tioui  Ooveraing  Sstnt  or  l^eeial  Ssnrioe 

1.  Special  Begnlation  Ooveming  Night  Service 

In  institutioiis  where  it  is  necessaiy  to  carry  a  pennaixent  night 
ward  service  and  where  it  is  expedient  not  to  assign  attendants 
to  ni^t  service  for  purposes  of  training,  $2*00  shall  be  added  to 
the  monthly  rate  for  employes  performing  night  service  provid- 
ing such  service  has  been  consecutive  for  at  least  a  month.  At 
Bannemora  State  Hospital  for  the  Criminal  Insane  $5.00  shall 
be  added  to  the  monthly  rate  for  employes  performing  night  ser- 
vice providing  such  service  has  been  consecutive  for  at  least  a 
month. 

2.  Special  RegviUUion  Ooveming  Extra  Dviy  as  a  Member  of  the 

Institutional  Fire  Company 

Where  it  is  necessary  to  assign  several  employes  to  perform 
extra  service  as  fire  patrolmen  such  as  directing  and  assisting  in 
fire  drills  and  being  on  duty  in  the  fire  house  at  night  $6.00  shall 
be  added  to  their  monthly  rate. 

3.  Special  ReguUUion  Governing  Extra  Duly  as  a  member  of  the 

Institutional  Band 

In  institutions  where  employes  are  assigned  to  perform  extra 
service  as  members  of  the  institutional  band,  or  are  assigned  as 
bandmasters,  an  extra  compensation  of  $4.00  to  $5.00  per  month 
and  an  extra  compensation  of  $25,  $30,  $35  and  $40  per  month, 
respectively,  shall  be  granted,  such  amounts  being  conditioned 
upon  appraisal  under  the  rules  of  the  State  Civil  Service  Com- 
mission indicating  that  the  rates  to  be  designated  do  not  exceed 
the  value  of  the  service  to  be  performed. 

4.  Special  Regulation  Ooveming  Extra  Duty  in  the  Capacity  of 

a    Comanissioned    Officer    in    an    Instituiiondi    MUitdry 

•  .  •  •  • 

Organization 

In  institutions  where  a  military  organization  is  recognized  as 
a  fundamental  part  of  the  discipline  and  training  of  inmates,*' an 
additional  compensation  of  $5.00  per  month  shall  be  granted  to 
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an  employe  who  is  assigned  as  the  captain  of  a  company,  or  the 
major  of  a  batallion  or  its  equivalent,  provided  such  assignment 
involves  extra  service  and  responsibildty. 


Seotion  5.  Bales  and  Begnlations  Ooveming  Vaoationi,  Tranifen 

and  Honrs  of  Duty 

1.  Special    Regulation    Ooveming    Vacations    of    Institutional 
Employes 

All  employes  in  the  institutional  service  receiving  less  than 
$1,560  and  maintenance  as  a  yearly  salary  rate  shall  be  entitled 
to  sixty-six  days'  leave  of  absence  during  the  year,  including  Sun- 
days or  other  days  in  lieu  thereof,  and  vacations.  In  the  case  of  an- 
ployes  other  than  those  assigned  immediately  to  the  ward  service, 
each  Sunday  shall  represent  a  day  of  leave  of  absence  unless  the 
superintendent  shall  deem  it  advisable  and  expedient  to  arrange 
it  otherwise  either  as  a  regular  or  tentative  schedule,  in  which 
case  the  schedule  ^all  be  incorporated  in  the  annual  report  Em- 
ployes receiving  $1,560  or  more  and  maintenance  as  an  annual 
salary  shall  be  granted  an  annual  vacation  of  three  weeks,  exclusive 
of  the  leave  of  absence  every  Sunday,  which  may  be  granted  pro- 
viding the  responsibilities  of  their  positions  or  emergencies  do  not 
demand  their  presence  and  assignment  to  duty. 

If,  in  the  judgment  of  the  superintendent  of  an  institution,  the 
services  of  employes  are  required  on  legal  holidays  or  Sundays, 
an  equivalent  to  this  shall  be  given  as  the  work  of  the  institution 
will  permit. 

3.  Special  Regulation  Ooveming  Transfers  a^id  Re-employment 

Transfers  from  one  institution  to  another  shall  be  made  only 
upon  the  written  consent  of  the  superintendents  of  the  institutions 
from  which  and  to  which  the  transfer  is  proposed  to  be  made.  In 
such  case  the  service  shall  be  regarded  as  continuous.  Employes 
leaving  the  service  and  subsequently  obtaining  employment  therein 
shall  be  regarded  and  specified  as  new  employes.  No  employe  who 
has  been  discharged  from  a  State  institution  shall  be  empbyed  in 
another  State  hospital  without  the  written  approval  of  the  super 
intendent  of  the  institution  from  which  such  etaplojB  wis 
discharged. 
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3.  Special  RegtUatwn  Governing  Hours  of  Duty  of  Institutional 
Employes  Assigned  to  Ward  Service 

The  hours  of  ward  employeB  assigned  to  night  service  and  the 
hours  of  those  assigned  to  day  service  shall  be  the  same  unless 
the  superintendent  and  the  governing  departmental  agency  find 
it  necessary  to  provide  otherwise,  in  which  case  the  reason  there- 
for shall  be  incorporated  in  the  annual  report  of  the  institution 
and  the  report  of  the  governing  departmental  agency. 

Section    6.    Special    Begnlations    Goyeming    Probationary    Period 

for  Employes  in  the  Institutional  Service 

Employes  in  the  institutional  service  shall  be  employed  for  a 
iprobationary  term  which  shall  not  exceed  four  months.  The  com- 
pensation for  this  probationary  service  shall  be  at  the  minimum 
rate  established  for  the  several  grades  of  the  service.  Increases 
«hall  be  granted  in  accordance  with  the  schedules  outlined  in  the 
iQiecifications  and  the  date  of  employment  shall  be  construed  a.^ 
beginning  on  the  first  day  of  the  calendar  month  following  the  date 
of  actual  employment  unless  such  employment  shall  have  actually 
*begun  on  the  first  day  of  the  month.  This  rule  is  not  to  be  con- 
strued as  depriving  an  employe  of  compensation  for  the  days  of 
actual  service  rendered  prior  to  the  first  day  of  such  month. 

Section  7.  Special  Begulations  Governing  Incidental  and  Emergency 

Work 

Nothing  in  the  accompanying  specifications  for  the  institu- 
tional  service  shall  be  taken  to  imply  that  the  employes  in  an 
institution  shall  not  be  called  upon  to  perform  incidental  or 
emei^gency  miscellaneous  work 


INSTITUTIONAL  SERVICE 

(SYMBOL  H) 

The  term  Institutioiial  Service  is  applied  to  those  authorized 
emplojxnentB  of  the  State  Govermnent,  the  incumbents  of  which 
are  required  to  perform  the  non-professional  work  necessary  to 
the  maintenance  and  operation  of  State  hospitals,  charitable  and 
correctional  institutions. 
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INSTITUTIONAL  ARTISAN  (H  1) 

IU9tituH<mdl  Berou» 
D  R    V  'nvt  •  /iMfittf iMmal  ArHmu^  Group 

The  term  Institutional  Artisan  Group  is  used  to  identify 
those  authorized  employments  of  the  Institutional  Service^  the 
incumbents  of  which  are  to  perform  manual  work  requiring 
skill  in  a  trade  or  handicraft  pertaining  to  the  maintenance 
of  State  hospitals,  charitable  or  correctional  institutions,  not  in- 
cluded  in  any  other  Group. 
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OKADE  I  (H  1  I)  JmBtUuHom^l  B^roim 

InttUuHcmal  Artitom  Cfrnif 

TITLE  OF  POSITIOire— 

JUNIOB  INSTITUTIONAL  ARTISAN 

DUTIES  — 

Defindtion: 

The  duties  of  incumbents  of  these  positions^  which 
may  involve  supervision  of  inmates  and  employes,  are  to 
perform  routine  handicraft  work  not  requiring  hi^ 
skill  and  ability  where  not  otherwise  provided  for,  con- 
nected with  the  maintenance  of  a  State  hospital,  Gha^ 
itable  or  correctional  institution. 

BtPompU: 

Performing  work  requiring  knowledge  of  carpentry, 
paintings  tiatmithing,  masonry,  lockimithing  or  other  handi- 
craft  work. 

QUALIFIGATIOVB  — 

Persons  holding  these  posiiions  shall  have: 

1.  Not  less  than  three  years  of  experience  in  the 
trade  covered  in  the  position  to  be  filled. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COKPEHSATIOH— 

The  range  of  almual  compensation  of  this  Grade 
for  full  time  service  is  from  $540  to  $600,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows: 
$540,  $600. 
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0S4DEn(Hin)  In^H^mal  BervU^ 

TITLES  OP  P08ITI0HS  —  Im&muHoma  Arti9Qm  Orwtp 

INSTITUTIONAL  ARTISAN  (CARPENTER) 
INSTITUTIONAL  ARTISAN  (PAINTER) 
INSTITUTIONAL  ARTISAN  (TINSMITH) 
INSTITUTIONAL  ARTISAN  (MASON) 
DUTIES— 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
involve  supervision  of  employes  in  Grade  I,  or  other 
employes  or  inmates,  are  to  perform  routine  handicraft 
work,  requiring  skill  and  ability,  connected  with  the 
maintenance  of  a  State  hospital,  charitable  or  correc- 
tional institution. 

EwampU: 

Performing  the  more  important  work  requiring  knowl- 
edge of  carpent^,  painting,  tinnnithing  or  masonry. 

aVAIIFICSATIOVS  — 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  one  year  of  service  in  Grade  I, 
in  work  covered  in  the  position  to  be  filled,  or  if 
appointed  otherwise  than  by  promotion  from  Grade  I, 
at  least  one  year  of  experience  in  work  covered  in  the 
position  to  be  filled  of  Grade  I  character  and  standard. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

C0KPEH8ATI0V— 

INSTITUTIONAL  ARTISAN  (CARPENTER) 
INSTITUTIONAL  ARTISAN  (PAINTER) 
INSTITUTIONAL  ARTISAN  (TINSMITH) 

The  range  of  annual  compensation  of  these  posi- 
tions in  this  Grade  for  full  time  service  is  from  $780 
to  $840,  inclusive,  with  maintenance,  with  standard 
salary  rates  as  follows:    $780,  $840. 

INSTITUTIONAL  ARTISAN  (MASON) 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $840  to  $900, 
inclusive,  with  maintenance,  with  standard  salary  rates 
as  follows:  $840,  $900. 
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SPECIAL  BEOVLATIOH  OOVEBHINO  SALABT  BATES  FOB 
mSimrriOHAL  ABTI8AH  (1CA80H)— 

The  entrance  or  other  salary  rates  of  positions 
classified  within  this  Grade  shall  be  determined  by  the 
Institutional  Superintendents,  on  the  basis  of  local  con- 
ditions, subject  to  the  rules  and  regulations  of  the 
Departmental  Agencies. 
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QSADS  m  (H  1  m)  ...... 

TITLE  OP  POSITIOirS—  In^HmUmal  Ariimm  fhroup 

INSTITUTIONAL  ARTISAN  —  FOREMAN 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
involve  the  supervision  of  employes  in  Grades  I  and  II, 
other  employes  or  inmates,  are  to  plan,  supervise,  be 
responsible  for  and  assist  in  the  handicraft  work,  car- 
pentry, painting,  tinsmithing,  masonry,  locksmithing 
and  other  related  work  connected  with  the  maintenance 
of  a  State  hospital,  charitable  or  correctional  institution. 

QITALEPICATIOHS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  TI,  Institutional  Artisan  (Carpenter). 

2.  Not  less  than  three  years  of  service  in  Grade  II, 
Institutional  Artisan  (Carpenter),  or  if  appointed 
otherwise  than  by  promotion  from  Grade  II,  at  least 
three  years  of  experience  in  carpentry  work  of  Grade  II 
character  and  standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPEHSATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1080  to  $1320,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows: 
$1080,  $1200,  $1320. 

A  rate  of  $1440  shall  be  added  to  the  above  rates 
in  institutions  of  more  than  3000  inmates,  provided  that 
the  Chief  Operating  Engineer  is  not  designated  to 
assume  responsibility  for  the  construction  and  main- 
tenance work. 


ATTENDANT  aKOUP  (H  2) 

Jn§iiiuiiondl  Bervkf 
Definitian:  Atimidami  Oroup 

The  term  Attendant  Group  is  used  to  identify  those  author- 
ized employments  of  the  Institutional  <Service,  the  incumbents  of 
which  are  required  to  perform,  under  supervision,  those  non- 
professional duties  involved  in  the  care  and  treatment  of  patients 
and  inmates  confined  in  State  hospitals  and  charitable  institutions. 
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GBADE I  (H  2 1)  /MtiMfOMi  aerria 

Attemdami  Orwp 
irriES  OF  POSITIONS  — 

ATTENDANT 

PUPIL  NURSE 
DUTIES  — 

Definitum: 

The  duties  of  incumbents  of  these  positions,  which 
do  not  require  registration  as  a  graduate  nurse  or  gradu- 
ation from  a  training  school  for  nurses  are  to  direct 
and  take  charge,  under  supervision,  of  a  group  of 
assigned  patients  or  inmates;  to  perform  other  duties 
involved  in  the  nursing  care  and  treatment  of  patients 
under  their  supervision;  and  to  perform  such  other 
related  work  as  may  be  assigned. 

Ewample9: 

Keeping  order  and  diecipline. 

Taking  care  of  a  group  of  patients  and  direeting  tbcD 
in  the  performance  of  household,  field  or  shop  work. 

Doing  ward  duty  suoh  as  bathing,  dreeiing  and  hb- 
dressing  patients^  shaving  and  cutting  hair. 

Observing  patients,  their  actions  and  conditioiii,  and 
reporting  upon  same. 

Maintaining  cleanliness  of  patients,  th«r  beds  ud 
clothing. 

Assisting  physicians  when  required. 

Assisting  in  dining-room  work. 

QTTAIIFICATIOirS— 

Persons  holding  these  positions  shaU  have: 
1.  Such  qualifications  as  may  be  required  bv  the 
State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $312  to  $432,  inclusive, 
with  maintenance,  for  men,  and  from  $228  to  $324, 
inclusive,  with  maintenance,  for  women,  with  standard 
salary  rates  as  follows :  For  men,  $312  upon  entrance, 
$336  at  end  of  9  months'  service,  $360  at  end  of  15 
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months'  service,  $384  at  end  of  21  months'  service, 
$408  at  end  of  27  months'  service,  $432  at  end  of  36 
months'  service.  For  women,  $228  upon  entrance,  $252 
at  end  of  9  months'  service,  $276  at  end  of  15  months' 
service,  $300  at  end  of  21  months'  service,  $324  at  end 
of  30  months'  service. 
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GBADE  II  (H  2  II)  imMuHtm^  f^not 

Atiemdami  Broimp 
TITLE  OF  POSmOlTB  — 

CHARGE  ATTENDANT 
DUTIES-* 

DefimUion: 

The  duties  of  incumbents  of  these  positions,  which 
do  not  require  registration  as  a  graduate  nurse  or  gradu 
ation  from  a  training  school  for  nurses,  are  to  exercise, 
under  direction,  a  general  supervision  over  a  group  or 
groups  of  assigned  patients;  to  assume  responsibilitr 
for  the  care  and  treatment  of  patients  and  the  coadiict 
and  efficiency  of  subordinates ;  to  submit  daily  and  other 
reports  of  patients'  condition ;  and  to  perform  such  other 
related  duties  as  may  be  assigned. 

EawmpU9: 

Directing  the  rouiiiie  aetivities  of  patients. 

Instructing  new  attendants  in  their  duties. 

Directing  the  work  of  attendants. 

Supervising  fire  drill  of  patients. 

Taking  charge  of  a  walking  or  amusement  party. 

Assisting  physicians  in  treating  or  attending  to  eiMa 

Performing  routine  household  duties,  soeh  as  aaiiitiBf 
in  making  heds,  cleaning  wards,  dressing  and  uadmsiBf  pa- 
tients»  shaving  patients^  etc. 

Assuming  re^onsihility  for  the  cleanliness  of  wards. 

Giving  new  patients  qiecial  care  and  attention. 

Assuming  responsibility  for  the  cleanliness  of  paticBti» 
their  beds  and  clothing. 

QTTAIIFICATIOirS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Qrade  I. 

2.  Not  less  than  four  months  of  service  in  Grade  1. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $482  to  $516,  inclusiTe, 
with  maintenance,  for  men,  and  from  $360  to  $420, 
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melusive,  with  maintenance^  for  womeia»  with  fltjondard 
salary  rates  as  follows :  For  men,  $432  upon  entrance, 
$456  at  end  of  6  months'  sei^vice,  $480  at  end  of  12 
months'  service,  $504  at  end  of  18  months'  service,  $516 
at  end  of  24  months'  service.  For  women,  $360  upon 
entrance,  $384  at  end  of  6  months'  service,  $408  at  entl 
of  12  months'  service,  $420  at  end  of  18  months'  service. 
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OSADB  m  (H  2  ni)  InsiUuHomal  Benim 

Attmtdamt  Qrwtp 
TITLES  OF  POSITIONS  — 

CHIEF  ATTENDANT 

CHIEF  ATTENDANT  (TRANSFER  AGENT) 

CHIEF  ATTENDANT  (OCCUPATIONAL) 

DUTIES  — 

CHIEF  ATTENDANT 
Definition: 

The  duties  of  incumbents  of  these  positions,  which 
do  not  require  registration  as  a  graduate  nurse  or  grada- 
tion from  a  training  school  for  nurses,  are  to  superTisie 
and  direct  the  care  of  a  large  number  of  patients  con- 
prising  several  wards,  providing  nursing  training  and 
experience  is  not  required  and  that  the  supervision  is 
not  over  nurses  and  charge  nurses;  to  direct  and  be 
responsible  for  the  work  of  all  the  charge  attendants  and 
attendant  assigned  thereto ;  to  see  that  physicians'  orders 
are  carried  out ;  to  prepare  time  reports  and  other  re- 
ports, and  to  perform  such  other  duties  as  may  be 
involved  in  the  care  and  treatment  of  a  large  niunber 
of  patients. 

CHIEF  ATTENDANT  (TRANSFER  AGENT) 
Definition: 

The  duties  of  incumbents  of  these  positions,  which 
do  not  require  registration  as  a  graduate  nurse  or  gradu- 
ation from  a  training  school  for  nurses,  are  to  arrange 
details  of  transfer  of  persons  comimitted  to  institutions 
for  the  insane,  feeble-minded  or  epileptic ;  to  accompany 
them  to  destination  and  to  perform  other  duties  involved 
in  the  transfer  of  such  persons. 

CHIEF  ATTENDANT  (OCCUPATIONAL) 
Definition: 

The  duties  of  incumbents  of  these  positions,  which 
do  not  require  registration  as  a  graduate  nurse  or  grad- 
uation from  a  training  school  for  nurses,  are  to  supervise 
and  be  responsible  for  reoccupational  work  of  inmates 
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in  the  hospitals  and  charitable  institutions  where  such 
work  is  not  otherwise  provided  for  and  to  perform,  as 
incidental  to  the  above,  assigned  ward  service. 

QTrAuncATioira— 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  11. 

2.  Not  less  than  two  years  of  service  in  Qrade  II, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  II,  at  least  two  years  of  experience  in  work  of 
Grade  II  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION — 

CHIEF  ATTENDANT 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $516  to  $648, 
inclusive,  with  maintenance,  for  men,  and  from  $420  to 
$564,  inclusive,  with  maintenance,  for  women,  with 
standard  salary  rates  as  follows:  For  men,  $616  upon 
entrance,  $540  at  end  of  6  months'  service,  $564  at  end 
of  12  months'  service,  $588  at  end  of  18  months'  service, 
$600  at  end  of  24  months'  service,  $624  at  end  of  30 
months'  service,  $648  at  end  of  36  months'  service.  For 
women,  $420  upon  entrance,  $444  at  end  of  6  months' 
service,  $468  at  end  of  12  months'  service,  $492  at  end 
of  18  months'  service,  $516  at  end  of  24  months'  service, 
$540  at  end  of  30  months'  service,  $564  at  end  of  36 
months'  service. 

CHIEF  ATTENDANT  (TRANSFEB  AGENT) 

In  institutions  of  not  more  than  4000  inmates 
the  range  of  annual  compensation  of  this  position  in  this 
Grade  for  full  time  service  is  from  $576  to  $648,  in- 
clusive, with  maintenance,  for  men,  and  from  $480  to 
$552,  inclusive,  with  maintenance,  for  women,  with 
standard  salary  rates  as  follows:  For  men,  $576  upon 
entrance,  $600  at  end  of  6  months'  service,  $624  at  end 
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of  12  months'  aervioe^  $648  at  e^d  of  18  months'  service. 
For  women^  $480  upon  entrance,  $504  at  end  of  6 
months'  service^  $528  at  esxd  of  12  months'  service^  $552 
at  end  of  18  months'  service. 

In  institutions  of  more  than  4000  inmates  the  range 
of  annual  compensation  of  this  position  in  this  Grade  for 
full  time  service  is  from  $648  to  $720,  inclusive,  with 
maintenance,  for  men,  and  from  $528  to  $600,  inclusive, 
with  maintenance,  for  women,  with  standard  salaiy 
rates  as  follows:  For  men,  $648  upon  entrance,  $672 
at  end  of  6  months'  service,  $696  at  end  of  12  months' 
service,  and  $720  at  end  of  18  months'  service.  For 
women,  $528  upon  entrance,  $552  at  end  of  6  months* 
service,  $576  at  end  of  12  months'  service,  $600  at  end 
of  18  months'  service. 

CHIEF  ATTENDANT  (OCCUPATIONAL) 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $516  to  $600, 
inclusive,  with  maintenance,  for  men,  and  from  $420  to 
$516,  inclusive,  with  maintenance,  for  women,  with 
standard  salary  rates  as  follows:  For  men  $516  upon 
entrance,  $540  at  end  of  6  months'  service,  $564  at  end  of 
12  months'  service,  $688  at  end  of  18  months'  service, 
$600  at  end  of  24  months'  service.  For  women  $420 
upon  entrance,  $444  at  end  of  6  months'  service,  $468  at 
end  of  12  months'  service,  $492  at  end  of  18  montb' 
service,  $516  at  end  of  24  months'  service. 
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GKADE  IV  (H  2  IV)  Inatitutional  Service 

Attendant  Group 

TITLE  OF  POSmOHB  — 

ATTENDANT-FOREMAN 
DVTIES  — 

DefinUion: 

The  duties  of  incumbents  of  these  positions  are  to 
plan,  direct  and  be  responsible  for  the  work  of  patients 
or  inmates  and  attendants  in  an  institution  in  the  build- 
ing and  repairing  of  roads,  excavating  for  walks  and 
sewers,  hauling  coal,  and  performing  other  related  work 
involved  in  the  maintenance  of  buildings,  roads,  and 
grounds  and  other  institutional  property,  and  in  addi- 
tion to  be  responsible  for  the  custody,  care  and  treatment 
of  the  patients  or  inmates  under  their  supervision. 

QTrALQlCATIONS  — 

Persons  holding  these  positions  shall  hwve: 

1.  The  minimum  qualifications  prescribed  for 
Grade  III. 

2.  Not  less  than  two  years  of  experience  in  work 
involved  in  the  care  of  buildings,  roads  and  grounds. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $600  to  $744,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows: 
$600  upon  entrance,  $624  at  end  of  six  months'  service, 
$648  at  end  of  twelve  months'  service,  $672  at  end  of 
eighteen  months'  service,  $696  at  end  of  twenty-four 
months'  service,  $720  at  end  of  thirty  months'  service^ 
$744  at  end  of  thirty-six  months'  servica 
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GBADB  V  (H  2  V) 


TiTiE  OP  posmom  -  t:::s^ssLS^^ 

PEINCIPAL  ATTENDANT 
DTTTIES  — 

Definiti4>n: 

The  duties  of  incumbents  of  these  positions  are  to 
direct  and  be  responsible  for  the  care  and  discipline  of 
inmates  in  a  State  hospital  for  the  criminal  insane 
under  the  direction  of  the  medical  superintendent;  to 
supervise  attendants  and  other  assigned  employeB  in 
such  institutions;  to  prepare  time  and  other  prescribed 
reports  and  to  perform  such  other  related  work  as  may 
be  required. 

QTrAimCATIOHS  — 

Persons  holding  these  positions  shall  ha/ve: 

1.  The  minimum  qualifications  prescribed  for 
Grade  III. 

2.  Not  less  than  two  years  of  service  in  Grade  HI, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  HI,  at  least  two  years  of  experience  in  work  of 
Grade  III  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 

by  the  State  Civil  Service  Commission. 

COMPEFSATKnr— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $900  to  $1200,  induaive) 
with  maintenance^  with  standard  salary  rates  as  follows: 
$900,  $960,  $1020,  $1080,  $1140,  $1200. 


BAEEK  OKOUP  (H  3) 

Jn§titutiomal  B^rvie^ 
DefinUion:  Baker  Qnmp 

The  term  Baker  Ghroup  is  used  to  identify  tlioae  autborized 

employments  of  the  Institational   Service,   the  incumbents  of 

which  are  required  to  direct,  be  responsible  for  and  assist  in  the 

baking  of  bread,  rolls  and  pastry;  and  to  perform  such  other 

related  work  as  may  be  required. 
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GSADE  I  (H  3  I)  In§titutum9l  Bmim 

Baktr  Qromp 

TITLE  OF  POBITIOHS  — 

JUNIOR  BAKER 
DUTIES — 

Definiiian: 

The  duties  of  incumbentB  of  these  positions  are  to 
assist  the  baker  in  charge  in  a  large  institution  in  the 
preparing  and  baking  of  bread,  rolls  and  pastry ;  or  to 
take  charge  of  this  service  in  an  institution  of  less  than 
800  inmates,  and  to  perform  such  other  related  work  as 
may  be  required. 

QTrAUnCATIONS  — 

Persona  holding  these  positions  Aall  hwoe: 

1.  Not  less  than  two  years  of  experience  in  the 
baking  of  bread,  rolls  and  pastry. 

2.  Such  additional  qualifications  as  may  be  rs- 
quired  by  the  State  Ciyil  Service  CommissioiL 

COIEFENSATION— 

The  range  of  annual  compensation,  of  this  Grade 
for  full  time  service  is  from  $480  to  $600,  indusiTey 
with  maintenance,  with  standard  salary  rates  as  followa: 
$480,  $640,  $600. 
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CttADE  n  (H  3  II)  In§tiiuU(mal  Bervio§ 

Bakmr  Qravp 

TULE  OF  POSITIOHB  — 

BAKER 
DUTIES— 

Defimtion: 

The  duties  of  inciunbents  of  tliese  positions  are  to 
supervise  and  be  responsible  for  and  to  assist,  when 
necessary,  in  the  preparation  and  baking  of  bread,  rolls 
and  pastry  in  an  institution  of  more  than  800  inmates, 
and  to  direct  and  perform  such  other  related  work  as 
may  be  required. 

QTrAUFICATIOirS— 

Persons  holding  these  positions  shaU  hwve: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Ifot  lees  than  two  years  of  service  in  Orade  I, 
or  if  appointed  otherwise  than  by  promotion  from 
Orade  I,  at  least  two  years  of  experience  in  work  of 
Orade  I  character  and  standard. 

8.  3uch  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

CGMFEirSATIOH— 

In  institutions  of  more  than  800  inmates  and  not 
more  than  1500  the  range  of  annual  compensation  of  this 
Ghrade  for  full  time  service  is  from  $660  to  $780,  inclu- 
sive^ with  maintenance,  with  standard  salary  rates  as 
follows:     $660,  $720,  $780. 

In  institutions  of  more  than  1500  inmates  the 
range  of  annual  compensation  of  this  Orade  for  full 
time  service  is  from  $780  to  $840,  inclusive,  with 
maintenance^  with  standard  salary  rates  as  follows: 
$780-^840. 

NonE. —  In  State  prisons  and  State  refonnatories  where  Bakers  in  charge 
of  the  entire  bakery  service  perform  regular  guard  duty  in  addition  to  the 
•boTe  duties,  the  titie  "  Guard  "  ihaU  be  affixed  to  the  title  Baker.  In  such 
initancee  the  standard  rates  for  guards  shaU  obtain. 


mSTrrUTIONAL  BLAOESinTH  GROUP  (H  4) 

Inttitvtional  Swvto* 
DefinUion:  Blacksmith  Group 

The  term  Blacksmith  Group  is  used  to  identify  those  au- 
thorized employments  of  the  Institutional  Service,  the  incumbents 
of  which  are  required  to  plan,  supervise,  be  responsible  for  and 
perform  work  pertaining  to  the  blacksmithing  trade. 
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OBADE  I  (H  4  I)  ln9Hfuii<mal  Berwa 

Blacksmith  Oroup 

HTLE  OF  posinoira — 

INSTITUTIONAL  BLACKSMITH 
DUTIES — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
plan,  supervise,  be  responsible  for  and  perform  those 
details  of  work  connected  with  the  blacksmithing  trade, 
and  to  assume  responsibility  for  and  to  perform  such 
other  related  work  as  may  be  required. 

EwampleM: 

Shoeing  hones. 
Repairing  farm  machinery. 

QITAIIEICATIONS— 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  two  years  of  experience  in  the 
blacksmithing  trada 

2.  Such  additional  qualifications  as  may  be  required 

by  the  State  Civil  Service  Oommission. 

COHFEirSATIOir— 

In  institutions  of  not  more  than  1500  inmates  the 
range  of  annual  compensation  of  this  Grade  for  full  time 
service  is  from  $660  to  $780,  inclusive,  with  main- 
tenance, with  standard  salary  rates  as  follows:  $660, 
$720,  $780. 

In  institutions  of  more  than  1500  inmates  the 
range  of  annual  compensation  of  this  Grade  for  fall 
time  service  is  from  $780  to  $840,  inclusive,  with  main- 
tenance, with  standard  salary  rates  as  follows:  $780- 
$840. 
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CnADE  n  (H  4  n)  IntHtvtUmal  8ervi09 

Bloekmniih  Qraup 

TULE  OF  posinons — 

INSTITUTIONAL  BLACKSMITH  —  FOREMAN 
DUTIES — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
take  charge  of  the  blacksmithing  work  in  a  cart  and 
wagon  industry,  the  products  of  which  are  made  pri- 
marily for  other  than  local  use,  involving  planning  and 
supervising,  and  the  performance  of  such  work ;  and  to 
assume  responsibility  for  and  perform  such  other  related 
work  as  may  be  required. 

Ewample§: 

Supervising  a  cart  and  wason  works  at  a  State  Prison. 
Making  iron  parti  for  carts  and  wagons,  etc 

QUAUPICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  two  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from  Grade 
I,  at  least  two  years  of  experience  in  work  of  Grade  I 
character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Oivil  Service  Commission. 

COlCPEHSATIOir— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1080  to  $1440,  inclusive, 
with  standard  salary  rates  as  follows:  $1080,  $1200, 
$1320,  $1440. 


BROOM.  BBUSH  AND  HATTRESS  MAKER  GROUP 

(H6) 

Inttitutiandl  Servio0 
DsHfLti'  Broom,  Bruah  amd  Maitre99  M^k^  Group 

The  term  Broom,  Bmah  and  Mattrees  Maker  Group  ia  uaed 
to  identify  those  authorized  employments  of  the  Institutional 
Service^  the  incumbents  of  which  are  required  to  plan,  supervise^ 
be  responsible  for  and  assist  in  the  making  of  brooms,  brushes 
and  mattresses^  and  to  assume  responsibility  for  such  other  related 
work  as  may  be  required. 
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OKADE  I  (H  6  I)  In9ti$uti(m&l  Service 

Broom,  Bruth  amd  Maitreee  Maker  Qreitf 

TITLE  OF  POSITIOHS  — 

BROOM,  BRUSH  AND  MATTRESS  MAKER 
DUTIES — 

Defimtion: 

The  dutiea  of  inoumbents  of  these  positions  aze  to 

take  charge  of  a  broom,  brush  and  mattress  shop  whisn 

articles  are  made  for  local  institutional  use;  to  plan, 

supervise,  be  responsible  for  and  assist  in  making  of 

these  articles;  and  to  assume  responsibility  for  and  to 

perform  such  other  related  work  as  may  be  required. 

Bwamplee: 

Superyiaing  a  unaU  broom,  bnish  or  mattresi  dbop. 
Sorting,  aiziag,  bleaching  and  dyeing  com. 
Winding,  sewing,  dipping,  labeling  and  binding  brooni. 
Wearing  baskets,  making  brashes  and  mattresses. 

QITMIFIO ATIOm  — 

Persons  holding  these  positions  shaJl  have: 

1.  Not  less  than  two  years  of  experience  in  the 
making  of  brooms,  brushes,  mattresses  or  similar  articlea 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

OOHFEHSATIOir— 

The  range  of  annual  compensation  of  this  Orade 
for  full  time  service  is  from  $720  to  $780,  inclusive^ 
with  maintenance,  with  standard  salary  rates  as  follows: 
$720,  $780. 
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GSADE  n  (H  6  n)  InMtutkmdl  Smviw> 

Broom,  Brush  amd  Mattreu  Maker  Oroup 

UTILE  OF  POSmOHB  — 

BEOOM,  BRUSH  AND  MATTRESS  MAKER  — 
FOREMAN 

DTTTIES— 

DfifinMon: 

The  duties  of  incumbents  of  these  positions  are  to 
take  charge  of  a  broom,  brush  and  mattress  shop  the 
products  of  which  are  made  primarily  for  other  than 
local  use ;  to  plan,  supervise,  be  responsible  for  and  per- 
form work  involved  in  the  making  of  these  articles,  and 
to  assume  responsibility  for  and  to  perform  such  other 
related  work  as  may  be  required. 

B»ample$: 

Bnpervisiiig  a  large  broom,  brush  or  mattress  shop. 
Performing  detaU  work  when  neceesary. 

QirAIIEICATIOlTB— 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  two  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from  Grade 
I,  at  least  two  years  of  experience  in  work  of  Grade  I 
character  and  standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

C0XPEH8ATI0S— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1020  to  $1200,  inclusive, 
with  standard  salary  rates  as  follows:  $1020,  $1080, 
$1140,  $1200. 


OOACHBIAN  Am)  CHAUFFEUB  OBOUP  (H  6) 

In§Htutiondl  Servioe 
DsHnitiMk'  Ooaohman  and  Chauffeur  Oroup 

The  term  Coachman  and  Chauffeur  ijlroup  is  used  to  identify 
ihoee  authorized  employments  of  the  Institutional  Service,  the 
incombents  of  which  are  required  to  perform  such  work  not  cov- 
ered in  any  other  group  of  this  service  as  may  be  involved  in  the 
driving  and  care  of  carriage  and  wagon  horses  not  ordimirily  used 
in  farm  labor,  and  to  care  for  stables,  motorless  vehicles  and  equip- 
ment used  in  such  work,  or  to  operate  and  care  for  motor  vehicles 
and  equipment^  to  keep  prescribed  records  of  such  services  and  to 
perform  such  other  related  work  as  may  be  required. 
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OSADE  I  (H  6  I)  Inaiitutiondl  Service 

Coachman  and  Chauffeur  Qroup 

TITLES  07  poeiTions— 

COACHMAN 
TRUCKMAN 
DUTIES  — 

COACHMAN 

DefinUion: 

The  duties  of  incumbents  of  these  positions  are  to 

drive,  groom,  feed  and  care  for  carriage  horses;  to  care 

for  harness  and  carriages  used  in  light  driving;  to  keep 

carriage  bams  in  sanitary  condition;  to  assist  in  farm 

work  when  necessary  and  to  perform  such  other  related 

work  as  may  be  required. 

Ewample$: 

Acting  as  coachman  for  o£Bcial8  of  institution. 

Washing  and  oiling  harness. 

Operating  horse  lawn  mower. 

Assisting  in  gathering  crops  at  harvest  time. 

TEUCKMAN 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
haul  institutional  supplies  and  equipment  and  to  keep 
prescribed  records  of  such  service;  to  drive,  groom,  feed 
and  care  for  wagon  horses  not  ordinarily  used  in  farm 
labor;  to  care  for  harness  and  wagons  used  in  track 
driving;  to  dean  bams;  to  assist  on  farm  when  necesr- 
sary,.  and  to  perform  other  related  work  as  may  be 
required. 

Ewamplea: 

Hauling  supplies  and  equipment  from  freight  ofBoB* 
or  from  one  part  of  an  institution  to  another  and  keeping 
prescribed  records. 

QTTAIIPICATIOnS  — 

Persons  holding  these  positions  shall  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 
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COHPSHBATIOV — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $480  to  $600,  inclusive^ 
with  maintenance,  with  standard  salary  rates  as  follows : 
$480,  $540,  $600. 
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OKADE  n  (H  6  n)  InttUutioHal  BeroiM 

Ooachmam  amd  Ohnuffmtr  Gromf 

TITLES  OF  POSITIONS  — 

STABLE  OVERSEER 
INSTITUTIONAL  CHAUFFEUR 

DUTIES— 

STABLE  OVERSEER 

Defimiian: 

The  duties  of  incumbents  of  these  positions  are  to 
take  charge  of  the  stables  in  an  institution  in  which  at 
least  £ve  horses  are  necessary  for  general  driving  and 
hauling  other  than  those  used  in  farm  work;  to  plan, 
supervise,  be  responsible  for  and  assist  in  the  driving, 
grooming,  feeding  and  caring  for  carriage  and  wagon 
horses,  and  cleaning  and  care  of  harness,  carriages, 
wagons,  equipment,  stables  and  bams;  and  to  assume 
responsibility  for  and  assist  in  such  other  related  work 
as  may  be  required. 

INSTITUTIONAL  CHAUFFEUR 
Djsfiniiion: 

The  duties  of  incumbents  of  these  positions  are  to 
operate,  repair,  overhaul,  clean  and  oil  automobiles  and 
auto  trucks;  to  load,  unload,  check  and  record  supplies 
and  materials  transported;  to  keep  daily  records  of 
odometer  readings^  gasoline  and  oil  consumed,  and  of 
expenses  incurred  in  maintenance  and  operation  of 
automobiles,  and  to  assume  responsibility  for  and  assist 
in  such  other  related  work  as  may  be  required. 

QTrAuncATions— 

STABLE  OVERSEER 

Persons  holding  these  positions  AM  luwe: 

1.  The  minimuTTi  qualifioations  prescribed  for 
Grade  I. 

2.  Not  less  than  two  years  of  service  in  Grade  I^ 
or  if  appointed  otherwise  than  by  promotion  from  Grade 
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ly  at  least  two  years  of  experience  in  work  of  Grade  I 
character  and  standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

■ « 

INSTITUTIONAL  CHAUFFEUR 

Persons  holding  these  positions  shall  haife: 

1.  A  license  to  operate  motor  vehicles  granted  by 
proper  State  auihorily. 

2.  Not  less  than  one  year  of  experience  in  operating 
and  maintaining  motor  vehicles. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMFEHSATIOir— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $660  to  $720,  inclusive^ 
with  maintenance,  with  standard  salary  rates  as  follows : 
$660,  $720. 


INSTITUTIONAL  COOK  OBOUP  (H  7) 

IntUtuHomU  Bmrvtee 

DefifUHan:  ^^  ^^"^ 

The  term  Cook  Group  is  used  to  identify  those  authorized 
employmeuts  of  the  Institutional  Service^  the  incumbents  of 
which  are  required  to  prepare  and  cook  food  for  inmates^  patients 
and  employes  in  accordance  with  approved  dietaries;  to  issue 
requisitions  for  food  stuffs  and  kitchen  supplies  and  to  perform 
each  other  related  duties  as  may  be  required  in  the  management 
and  operation  of  an  entire  kitchen  service  or  unit  thereof. 
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ORADE  I  (H  7  I)  InBtUuiianal  Bmiee 

Cook  Oroup 

TITLE  OF  POSITIONS  — 

ASSISTANT  INSTITUTIONAL  COOK 
DUTIES  — 

Definiiion: 

The  duties  of  inounibeiits  of  these  poeitioiis  are  to 
assist  in  any  kitchen,  irrespective  of  the  number  of  per 
sons  served,  in  the  preparing  and  cooking  of  food,  the 
issuing;  under  supervision,  of  requisitions  for  food  staffs 
and  kitchen  supplies  and  the  counting,  weiring  and 
measuring  same;  and  to  assume  responsibility  for  the 
cleanliness  and  economical  operation  of  the  kitchen  or 
section  thereof  assigned. 

QUALIFICATIONS— 

Persons  holding  these  positions  shall  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COHFEirSATION— 

The  range  of  ammal  compensation  of  this  Grade 
for  full  time  service  is  from  $300  to  $360,  incliuive, 
with  maintenance,  with  standard  salary  rates  as  follows: 
$300,  $324,  $348,  $360. 

SPECIAL  BEOULATION  GOVEBHIHO  SALABY  SATES - 

The  entrance  or  other  salary  rates  of  positions 
classified  within  this  Grade  shall  be  determined  by  the 
Institutional  Superintendents,  on  the  basis  of  local  con- 
ditions, subject  to  the  rules  and  r^ulations  of  the  De- 
partment Agencies. 
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CSADB  n  (H  7  n)  IfutiUUional  Bmvio9 

OooAe  GftMip 

TITLE  OF  P0SITI0II8  — 

DUTIES—    INSTITUTIONAL  COOK 

Defmition: 

The  duties  of  inoumbeiits  of  these  positions  are  to 
take  charge  of  a  general  kitchen  serving  less  than  one 
hundred  persons;  or  to  assist  in  any  kitchen  serving 
more  than  one  hundred  persons;  or  to  act  as  cook  in  the 
kitchen  of  the  superintendent  or  other  institutional 
officials^  involving  the  preparation  and  cooking  of  food 
and  the  directing  and  overseeing  of  the  same,  the  issuing 
of  requisitions  for  food  stuffs  and  kitchen  supplies  and 
the  counting;  measuring  and  weighing  of  same;  re- 
sponsibility for  the  cleanliness  and  care  of  kitchens  and 
kitchen  equipment,  and  the  performance  of  such  other 
related  work  as  may  be  required. 

QXrALQICATIONS— 

Persons  holding  these  positions  shall  ha/oe: 

1.  The  minimum  qualifications  prescribed  for 
Grade  L 

2.  Not  less  than  one  year  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from  Grade 
ly  at  leaBt  one  year  of  experience  in  work  of  Grade  I 
character  and  standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMFEHSATION— 

The  range  of  annual  compensation  of  this  Ghnade 
for  full  time  service  is  from  $360  to  $420^  indusive^ 
with  maintenance,  with  standard  salary  rates  as  follows : 
$360,  $384,  $408,  $420. 

SPECIAL  SEOULATION  GOVEBimrG  SALAST  AATE8  — 

The  entrance  or  other  salary  rates  of  positions 
classified  within  this  Grade  shall  be  determined  by  the 
Institutional  Superintendents,  on  the  basis  of  local  con- 
ditions, subject  to  the  rules  and  r^ulations  of  the  De- 
partmental Agencies. 
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OSADB  m  (H  7  m)  In&tUuiUmdl  toviw 

(hok  Group 
IHIJii  OF  POSITIONS  — 

INSTITUTIONAL  HEAD  COOK 
DUTIES — 

DefinUion: 

The  duties  of  incmnbents  of  diese  positions  are 
(1)  to  take  charge  of  the  entire  kitchen  service  of  an 
institution  where  not  otherwise  provided  for,  or  (2)  to 
take  charge  of  any  kitchen  or  section  of  a  kitchen  serv- 
ing more  than  100  persons^  or  (3)  to  take  charge  of 
a  staff  house  kitchen  serving  not  less  than  50  persons; 
involving  overseeing,  planning,  directing  and  assisting 
in  the  preparation  and  cooking  of  food ;  to  issue  requisi- 
tions for  food  stuffs  and  kitchen  supplies  and  to  county 
measure  and  weigh  same;  to  direct  the  cleaning  of 
kitchen  and  kitchen  equipment;  to  prepare  regular  and 
special  dietaries  under  the  supervision  of  the  steward 
and  physicians ;  to  prepare  daily  time  reports  of  8abo^ 
dinates  and  daily  and  other  reports  showing  inventories 
of  supplies  and  waste  and  to  perform  such  other  related 
work  as  may  be  required. 

■ 

QUALIFICATIONS  — 

Persons  holding  these  positions  shaJl  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  II. 

2.  Not  less  than  one  year  of  service  in  Grade  11,  or 
if  appointed  otherwise  than  by  promotion  from  Grade  II, 
at  least  one  year  of  experience  in  work  of  Grade  II 
character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  ^Service  Oommission. 

COXPEHSATION— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $480  to  $780,  indunTB^ 
with  maintenance,  with  standard  salary  rates  as  icXiovn^ 
$480,  $540,  $600,  $660,  $720,  $780. 
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SPECIAI  BEOITLATION  GOVEBJTING  SALABT  SATES— 

The  entrance  or  other  salary  rates  of  positions 
classified  within  this  Grade  shall  be  determined  by  the 
Institutional  Superintendents,  on  the  basis  of  local  con- 
ditions, subject  to  the  rules  and  regulations  of  the  De- 
partmental Agencies. 

SPECIAL    BEOITLATION    G07EBNING    THE    LAST    TWO 

SALABY  BATES  — 

The  last  two  salary  rates,  $720  and  $780,  shall  be 
assigned  only  to  those  positions  the  incumbents  of 
which  are  in  charge  of  the  entire  kitchen  service  of  an 
institution.  In  such  instances  the  words  ^'  in  charge " 
shall  be  affixed  to  the  title  ''  Head  Cook." 

Note. —  In  State  priaonB  and  State  refonnatorieB  where  Head  Cooks  in 
charge  of  the  entire  kitchen  service  perform  r^^ular  guard  duty  in  addition 
to  the  above  duties,  the  title  ''  guard  "  shall  be  a£9zed  to  the  title  of  Head 
Cook.    In  such  instances  the  standard  rates  for  guards  shall  obtain. 
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ORADE  IV  (H  7  IV)  Imtituiumal  8mnm 

Cook  Orouip 

TITLE  OF  F0SITI0198— 

CHEF 
DUTIES— 

Definition: 

The  duties  of  incumbeiits  of  theee  poBitdons  are  to 
take  charge  of  and  assume  complete  responfiibilily  for 
the  entire  kitchen  service  of  State  hospitals  for  the 
insane  and  of  those  institutions  for  the  treatment  of 
tuberculosis  and  epilepsy,  involving  the  preparation 
of  regular  and  special  diets  after  consultation  with 
the  steward  and  physicians;  the  supervision  of  aU 
employes  and  patients  assigned  to  the  idtchen  senice; 
the  preparation  and  serving  of  food  and  the  taking  of 
inventories  of  supplies ;  maintaining  time  records  of  all 
kitchen  employes;  overseeing  the  necessary  repairs  and 
renewals  of  all  kitchen  equipment;  supervising  and 
being  responsible  for  all  requisitions  for  food  stuffs  and 
kitchen  supplies;  the  making  of  routine  and  special 
inspections  in  the  kitchen  service;  and  to  perform  such 
other  related  duties  as  may  be  required. 

QUALIFICATIONS  — 

Persons  holding  these  positions  shall  ha/oe: 

1.  The  minimum  qualifications  prescribed  for 
Ghrade  IH. 

2.  ITot  less  than  two  years  of  service  in  Grade  HI) 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  III^  at  least  two  years  of  experience  in  work  of 
Grade  III  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  lequired 
by  the  State  Oivil  Service  Conmiission. 

COMFEHSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $900  to  $1140,  indusive, 
with  maintenance,  lyith  standard  salary  rates  as  follow: 
$900,  $960,  $1020,  $1080,  $1140. 


607 

SPECIAL    BEOULAIION    GOVEBHIHG    THE    XAZDnTM 

EATE— 

The  maximuTn  salary  rate,  $1140,  will  be  granted 
only  to  chefs  in  institutions  of  more  than  3000  inmates. 
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ORADE  IV  (H  7  IV)  IntHtutumai  Beme$ 

Oaok  Oroup 

TITLE  OF  F0SITI0198— 

CHEF 
DUTIES— 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
take  charge  of  and  assume  complete  responsibility  for 
the  entire  kitchen  service  of  State  hospitals  for  the 
insane  and  of  those  institutions  for  the  treatment  of 
tuberculosis  and  epilepsy,  involving  the  preparation 
of  regular  and  q>ecial  diets  after  consultatioQ  with 
the  steward  and  physicians;  the  supervision  of  all 
employes  and  patients  assigned  to  the  idtchen  servioe; 
the  preparation  and  serving  of  food  and  the  taking  of 
inventories  of  supplies;  maintaining  time  records  of  all 
kitchen  employes ;  overseeing  the  necessary  repairs  and 
renewals  of  all  kitchen  equipment;  supervising  and 
being  responsible  for  all  requisitions  for  food  stuffs  and 
kitchen  supplies;  the  making  of  routine  and  special 
inspections  in  the  kitchen  service;  and  to  perform  sack 
other  related  duties  as  may  be  reqxdred. 

QUAUFICATIOIIS  — 

Persons  holding  these  positions  shall  ha/oe: 

1.  The  minimum  qualifications  prescribed  for 
Grade  III. 

2.  ITot  less  than  two  years  of  service  in  Grade  TSl^ 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  III,  at  least  two  years  of  experience  in  work  o£ 
Grade  IH  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Oivil  -Service  Commission. 

COMPEirSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $900  to  $1140,  inclusive, 
with  maintenance,  lyith  standard  salary  rates  as  follows: 
$900,  $960,  $1020,  $1080,  $1140. 
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SPECIAL    BEOITLAIION    GOVEBimrG    THE    XAZDnTM 

EATE— 

The  maximum  salary  rate,  $1140,  will  be  granted 
only  to  chefs  in  institutions  of  more  than  3000  inmates. 


iNSTmJTioii;^.  mj:QTRioAL  ofsrator  and 

STEAM  ENGINEMAN  GBOUP  (H  8) 

lugtituHomal  Bervitm 
Sleoiriodl  Operator  amd  Steam  Bngine- 
r^  /.   ...  man  Oroup 

DepnUum: 

The  term  Electrical  Operator  and  Steam  En^eman  Oroup 
is  used  to  ideoitify  those  authorized  employmeiits  of  the  Institu- 
tional Service,  the  incumbents  of  which  axe  required  to  operate, 
iostall,  adjust  and  repair  all  machinery  used  in  the  production  of 
power,  heat  and  light  in  institutions;  to  stoke  and  fire  boilers, 
T€gnlate  coal  feed,  adjust  water  feed  and  clean  boilers  and  to 
perform  such  other  related  work  as  may  be  required. 

609 
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InMtitutiondl  Bmvioe 
GRADE  I  (H  8  I)  SUotrioal  Operator  amd  Steam  Bagm^- 

man  Orowp 

TITLES  OF  POSITIONS  — 

INSTITUTIONAL  FIEEMAN 

ENGINEER'S  HELPER 
DUTIES— 

INSTITUTIONAL  FIREMAN 

Definition: 

The  duties  of  incumbeiits  of  these  positioiiiB  are  to 

care  for  and  fire  stationary  steam  heating,  hot  water 

and  high  pressure  boilers^   to  operate  and  care  for 

auxiliary  machinery  and  apparatus;  to  instruct  and 

supervise  inmates  or  patients  assigned  to  assist  in  this 

work ;  to  assist  occasionally  in  operating  steam  engines 

or  generators;  to  keep  record  of  fuel  consumptioQ;  to 

make  ordinary  repairs  to  piping,  valves,  boilers  and 

other  boiler  room  equipment  and  to  perform  suoh  other 

related  work  as  may  be  required. 

BcfompUe: 

Attending  stokers. 
Operating  stoker  engine. 
Operating  feed  pump. 
Brushing  flues. 
Cleaning  fires. 

Wheeling  and  shoveling  ooaL 
Carting  sshos 
Firing  hollers. 

ENGINEER'S  HELPER 

DefinUion: 

The  duties  of  incumbents  of  these  positions  are  to 
operate,  under  supervision,  a  sewage  disposal  plants  & 
cold  storage  plant,  or  filtration  plant ;  to  oil  powerhoow 
machinery ;  to  assist  in  making  repairs  to  boilers^  eDgines 
and  pumps;  to  perform  the  duties  of  fireman  wlteo 
assigned,  and  to  act  as  helper  in  the  details  of  work 
connected  with  the  operation  of  a  power  plant 
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QUALDSICATIONS  — 

Persons  holding  these  positions  shall  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COMPENSATION  — 

The  annual  compensation  of  this  Grade  for  fuU 
time  service  of  not  less  than  8  hours  a  day  is  $540,  with 
maintenance. 

Note. — ^An  additional  compenaation  of  $240  per  annum 
will  be  granted  for  full  time  service  of  not  leek  than  12 
hours  per  day. 
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IntHtuUondl  Bmvioe 
OBADE  II  (H  8  II)  Eleotrioal  Operator  and  Steam  Engime- 

man  Oroup 
TITLE  OF  POSITIONS— 

ASSISTANT    INSTITUTIONAL    ELECTRICAL    OPER- 

ATOR  AND  STEAM  ENGINEMAN 

DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
operate  or  assist  in  the  operation,  adjustment  and  repair 
of  stationary  engines^  steam  boilers,  steam  pumps,  gen- 
erators, motors,  switchboards  and  other  equipment  and 
apparfifltus  used  in  the  production  of  power,  heat  and 
light  in  institutions;  to  supervise  the  work  of  employes 
in  Grade  I  and  inmates  assigned;  to  keep  prescribed 
records;  to  take  charge  of  the  power  plant  on  assign- 
ment, and  to  perform  such  other  related  work  as  may 
be  required. 

QUALIFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  L 

2.  Not  less  than  three  years  of  service  in  Grade  I^ 
where  opportunity  has  been  afforded  to  become  familiar 
with  the  operation  and  maintenance  of  steam  engines, 
generators  and  other  power  plant  equipment,  or  if  ap^ 
pointed  otherwise  than  by  promotion  from  Grade  I,  not 
less  than  two  years  of  experience  in  operating  steam 
engines  and  dectrical  machinery,  such  aa  generatois  and 
other  power  plant  equipment 

3.  iSuch  additional  qualifications  as  may  be  reqoired 

by  the  State  Civil  Service  Commission. 

COKFEIISATION— 

The  range  of  annual  compensation  of  tliis  Grade 
for  full  time  service  is  from  $660  to  $840,  inclusiTe^ 
with  maintenance,  with  standard  salary  rates  as  follows: 
$660,  $720,  $780,  $840. 
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InMiUwHfmal  B0roice 
ORADB  m  (H  8  m)  Bleotrioal  Operator  and  Bteam  Engine^ 

mam  Group 
TITLE  OF  F0SITI0198— 

INSTITUTIONAL     ELECTRICAL     OPERATOR     AND 

STEAM  ENGINEMAN 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
direct  and  assist  in  the  installation,  operation,  adjust- 
ment and  repair  of  stationary  engines,  steam  boilers, 
steam  pumps,  generators,  motors,  switchboards  and  other 
equipment  and  apparatus  used  in  the  production  of 
power,  heat  and  light  in  institutions;  to  supervise  the 
work  of  employes  in  Grades  I  and  II  and  inmates 
assigned ;  to  take  charge  of  the  power  plant  in  an  institu- 
tion of  less  than  800  inmates,  or  to  take  charge  of  the 
power  plant  of  any  institution  on  assignment ;  to  super- 
vise the  general  repair  work  in  altering  or  extending 
the  engineering  unit;  to  prepare  and  assist  the  chief 
engineer  in  the  preparation  of  reports,  records  and  esti- 
mates for  supplies,  equipment,  new  construction  and 
extraordinary  repairs ;  to  make  such  inspection  of  equip- 
ment, machinery  and  new  construction  as  is  required, 
and  to  perform  such  other  related  work  as  may  be 
assigned. 

QUAUnCATIONS— * 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  II. 

2.  Not  less  than  two  years  of  service  in  Grade  II. 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  II,  at  least  two  years  of  experience  in  work  of 
Grade  II  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

17 
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COMPENSATION— 

In  institutions  of  more  than  100  inmates  and  not 
more  than  300  inmates,  where  the  incumbent  of  a  posi- 
tion within  this  Grade  has  charge  of  the  engineering 
plant;  the  range  of  annual  compensation  of  this  Grade  for 
full  time  service  is  from  $900  to  $1020^  inclusive,  with 
maintenance,  with  standard  salary  rates  as  follows: 
$900,  $960,  $1020. 

In  institutions  of  more  than  300  inmates  and  not 
more  than  400  inmates,  where  the  incumfbent  of  a  posi- 
tion within  this  Grade  has  charge  of  the  engineering 
plant,  the  range  of  annual  compensation  of  this  Grade  for 
full  time  service  is  from  $1020  to  $1140,  inclusive,  with 
standard  salary  rates  as  follows :     $1020,  $1080,  $1140. 

In  institutions  of  more  than  400  inmates  and  not 
more  than  800  inmates,  where  the  incumbent  of  a  posi- 
tion within  this  Grade  has  chai^  of  the  engineering 
plant,  the  range  of  annual  compensation  of  this  Grade  for 
full  time  service  is  from  $1140  to  $1200,  inclusive,  with 
standard  salary  rates  as  follows:     $1140,  $1200. 

In  institutions  of  more  than  800  inmates,  where 
the  incumbents  of  positions  within  this  Grade  act  as 
assistants  to  the  Institutional  Chief  Operating  Engi- 
neer, the  range  of  annual  compensation  for  full  time 
service  is  from  $960  to  $1020,  inclusive,  with  main- 
tenance, with  standard  salary  rates  as  follows:  $960, 
$1020. 

In  institutions  of  more  than  3000  inmates  where 
it  is  deemed  advisable  to  designate  an  employe  of  this 
Grade  to  take  charge  of  all  the  electrical  work,  including 
the  operation  and  maintenance  of  the  electric  power 
plant,  the  electrical  construction,  installation  and  repair 
work,  the  range  of  annual  compensation  for  fuU  time 
service  is  from  $1140  to  $1260,  inclusive,  with  main- 
tenance, with  standard  salary  rates  as  follows:  $1140, 
$1200,  $1260. 
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Inttitutiomal  Servioe 
GRADE  IV  (H  8  IV)  SUotrUxU  Operator  and  Bteam  Sngima^ 

man  Oroup 
TITLE  OF  POSmOBS— 

IXSTITUTIONAL  CHIEF  OPERATING  ENGINEER 

DUTIES— 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
direct  and  be  responsible  for  the  operation  and  main- 
tenance of  the  heating,  lighting,  water  and  sewage  sys- 
tems, the  power  and  refrigeration  plants  in  institutions 
of  more  than  800  inmates;  to  supervise  all  plumbing, 
steam  fitting  and  general  repair  work  and  to  assume 
responsibility  for  such  other  related  work  as  may  be 
required ;  and  in  addition  to  be  responsible  for  fire  appa- 
ratus and  equipment,  and  to  direct  fire  drills  and  pro- 
cedure in  case  of  fire. 

QXTAIIFICATIONS— 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  III. 

2.  Not  less  than  three  years  of  service  in  Grade  III, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  III,  at  least  three  years  of  experience  in  work  of 
Grade  III  character  and  standard;  or 

3.  Such  training  as  is  evidenced  by  a  degree, 
diploma  or  certificate  granted  upon  completion  of  a 
standard  course  in  mechfinical  engineering  from  an 
engineering  college  of  recognized  standing,  and  in  addi- 
tion not  less  than  one  year  of  experience  in  the  operation 
and  maintenance  of  a  power  plant. 

4.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION— 

In  institutions  of  more  than  800  inmates  and  not 
more  than  1500  inmates,  the  range  of  annual  compensa- 
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tion  of  this  Grade  for  full  time  service  is  from  $1320  to 
$1440^  inclusive,  with  maintenance,  with  standard  sal- 
ary rates  as  follows:     $1320-$1440. 

In  institutions  of  more  than  1500  inmates  the 
annual  compensation  of  this  Grade  for  fuU  time  service 
is  $1560,  willi  maintenance. 

A  rate  of  $1680  shall  be  added  to  the  above  rate 
in  institutions  of  more  tlian  2000  inmates  where  the 
Institutional  Chief  Operating  Engineer  is  designated 
to  direct  and  assume  responsibility  for  the  work  pe^ 
formed  or  supervised  by  the  Institutional  Artisan  Fore- 
nuuL 


INSTITUTIONAL    ELEOTBIOAL    WORKER    GROUP 

(H9) 

Inatitutiondl  Service 
DefifUtian:  InetituHonal  BleoMoal  Worker  Oroup 

The  term  Institutional  Electrical  Worker  Group  is  used  to 
identify  those  authorized  employments  of  the  Institutional  Service, 
the  incumbents  of  which  are  required  to  install  and  repair  electrical 
appliance  and  equipment  where  otherwise  not  provided  for,  and 
to  perform  other  related  work. 

617 
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OSADE  I  (H  9  I)  InMtitutional  Service 

Inetitutional  Eleotrioal  Worker  Qnvf 

TITLE  OF  posmoms— 

ASSISTANT  INSTITUTIONAL  ELECTMCIAX 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 

assist  in  installing,  repairing  and  renewing  conduit  and 

other  wiring,   telephone  equipment,   fire  and  electric 

sprinkler  alarm  systems,  annunciator  and  call  bell  cir 

cuits  and  electrical  appliances,   incandescent  and  arc 

lights,  and  to  assist  in  all  electrical  construction  and 

other  related  work  where  otherwise  not  provided  for. 

Ewamplee: 

Repairing  under  Bupenriaion,  fans,  electric  ttoTei»  iter- 
iliserB,  and  other  electrical  apparatus. 

Aaaiating  in  installing  transformers. 
Assisting  in  installing  panel  boards. 

QTrAIIEIGATIONS  — 

Persons  holding  these  positions  shall  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COHFENSATION  — 

The  annual  compensation  of  this  Grade  for  full 
time  service  is  $600,  with  maintenanca 
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OBADE  n  (H  9  n)  Institutional  Service 

Institutional  Electrical  Worker  Group 

TITLE  OF  POSITIONS  — 

INSTITUTIONAL  ELECTRICIAN 
DUTIES— 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
may  involve  supervision  of  employes  of  Grade  T,  are  to 
take  charge  of  electrical  work  in  an  institution  where 
such  is  not  otherwise  provided  for,  relating  to  the  install- 
ing and  repairing  of  conduit  and  other  wiring,  tele- 
phone equipment^  alarm  systems^  annunciator  and  call 
bell  circuits,  incandescent  and  arc  lights,  and  other 
electric  appliances,  and  to  perform  other  related  work. 

aVALIFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  three  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from  Grade 
I,  at  least  three  years  of  experience  in  work  of  Grade  I 
character  and  standard. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  'Service  Commission. 

COKFENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $780  to  $840,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows : 
$780,  $840. 


iNSTrnrnoNAL  farmer  and  oardemeb  aRoup 

(HIO) 


Definition:  Farmer  and  Ontrdmter  Group 

The  term  Fanner  and  Gardener  Group  is  uaed  to  identify 
those  authorized  employments  of  the  Institutional  Servioe,  the 
incumbents  of  which  are  required  to  plan^  supervise^  be  respon- 
sible for  and  assist  in  farm  and  garden  work  involving  the  cultiva- 
tion of  crops^  vegetables,  fruits  and  flowers;  the  operation  of 
dairies  and  the  feeding,  raising  and  handling  of  Uve  stods,  caring 
for  farm  buildings  and  equipment;  the  supervision  of  work  on 
grommds,  roads  and  walks  not  otherwise  provided  for,  and  the 
instruction  of  inmates  in  agricultural  pursuits. 
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OBADE  I  (H  10  I)  InsHtutiondl  Berviee 

Farmer  and  Qofrdm/mr  Qftmp 

TITLES  OF  POSITIONS  — 

INSTITUTIONAL  FARMER 

GARDENER 

FEMALE  GARDENER 

DAIRYMAN 

FLORIST 

POULTRYMAN 
DXJTIES— 

FARMER 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
take  charge  of  a  farm  containing  less  than  150  acres  of 
land  or  to  assist  in  the  more  important  work  of  a  farm 
where  more  than  150  acres  are  under  cultivation,  and  to 
plan^  supervise,  be  responsible  for  and  assist  in  farm 
work  involving  dairying,  truck  gardening,  caring  for  and 
handling  live  stock,  general  hauling,  caring  for  grounds, 
roads,  walks^  fences^  arbors  and  trees  where  such  work  is 
not  otherwise  provided  for,  and  to  perform  such  other 
related  work  in  the  management,  operation  and  mainte- 
nance  of  a  farm  as  may  be  required. 

GARDENER 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
take  charge  of  a  garden,  and  to  plan,  supervise,  be  re- 
sponsible for  and  assist  in  general  garden  work  involving 
tho  study  of  crop  cultivation  and  crop  rotation,  truck 
farming,  planting,  cultivating  and  harvesting  vegetables, 
delivering  same  on  requisition,  caring  for  propagating 
houses  and  root  cellars,  preparing  time  and  other  records 
and  inventories  as  required,  caring  for  and  directing  the 
care  of  grounds  where  such  work  is  not  otherwise  pro- 
vided for,  to  care  for  flowerbeds,  to  harvest  and  store  ice, 
and  to  perform  such  other  related  work  as  may  be 
required. 
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FEMALE  GARDENER 
DefinUion: 

The  duties  of  incumbents  of  these  positions  are  to 
instract  and  be  responsible  for  the  care  and  discipline 
of  a  group  or  class  of  girls  in  gardening  and  other 
related  actiyities  involving  the  planning  of  work^  plant- 
ing^ cultivating  and  harvesting  of  vegetables  and  deliver- 
ing same  upon  requisition;  the  raising  of  chickens  and 
the  care  of  grounds^  roads  and  walks  where  such  work 
is  not  otherwise  provided  for;  and  to  perform  such  other 
related  work  as  may  be  required. 

DAIRYMAN 
Definiiion: 

The  duties  of  incumbents  of  these  positions  are  to 
take  charge  of  a  herd  of  cattle^  and  to  plan,  supervise, 
be  responsible  for  and  assist  in  the  operation  of  a  dairy 
involving  the  balancing  of  rations,  feeding  and  milking, 
keeping  milk  and  beef  records,  cleaning  cattle,  barns  and 
milk  utensils,  testing  milk,  cream  and  cheese,  preparing 
estimates  and  inventories,  and  to  perform  such  other 
related  work  as  may  be  required. 

FLORIST 
DefiniJtion: 

The  duties  of  incumbents  of  these  positions  are  to 
plan,  supervise,  be  responsible  for  and  assist  in  the 
maintenance  of  greenhouses  and  grounds  involving  the 
growing  of  hothouse  plants  and  flowers,  laying  out  of 
flowerbeds,  spraying  and  pruning  trees  and  shrubbery, 
the  laying  of  cement  walks,  grading  of  roads,  mowing 
of  lawns,  where  such  work  is  not  otherwise  provided  for, 
and  to  perform  such  other  related  work  as  may  be 
required. 

POULTRYMAN 
DefhnUion: 

The  duties  of  incumbents  of  these  positions  are  to 
take  charge  of  a  poultry  yard  in  a  State  institution 
where  there  is  a  poultry  plant  of  at  least  five  hundred 
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fowls ;  to  attend  incubators ;  to  keep  chicken  houses  and 
yards  clean  and  in  sanitary  condition;  to  kill  chickens 
and  deliver  same  to  stores  and  butcher  shops  and  to  per- 
form other  related  work  as  required. 

QUAUnCATIONS  — 

Persons  holding  these  positions  shall  ha/ve: 

1.  Not  less  than  two  years  of  experience  in  the 
work  covered  in  the  position  to  be  filled* 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION— 

FLORIST 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  timei  service  is  from  $660  to  $780, 
inclusive,  with  maintenance,  with  standard  salary  rates 
as  follows:    $660,  $720,  $780. 

SPECIAL  BEaULATION  aOVEBNINQ  SALABT  KATE8- 

The  entrance  or  other  salary  rates  of  positions  clas- 
sified within  this  Grade  shall  be  determined  by  the  Insti- 
tutional Superintendents,  on  the  basis  of  local  conditions, 
subject  to  the  rules  and  r^ulations  of  the  Departmental 
Agencies. 

DAIRYMAN 

In  institutions  where  incumbents  of  tliis  position 
in  this  Grade  have  charge  of  less  than  one  hundred 
cattle,  the  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $600  to  $660,  inclusive, 
with  maintenance,  with  standard  salary  rates  aa  follows: 
$600,  $660. 

In  institutions  where  incumbents  of  this  position 
in  this  Grade  have  charge  of  more  than  one  hundred 
cattle,  the  range  of  annual  compensation  of  this  Ghrade 
for  full  time  service  is  from  $720  to  $780,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows : 
$720,  $780. 
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FEMALE  GARDENER 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $480  to  $540, 
inclusive^  with  maintenance,  with  standard  salary  rates 
as  follows :    $480,  $540. 

GARDENER 

In  institutions  where  incumbents  of  this  position 
in  this  Grade  have  charge  of  gardens  and  fruit  orchards 
of  less  than  twenty  acres,  the  range  of  annual  compensa- 
tion of  this  Grade  for  full  time  service  is  from  $540  to 
$600,  inclusive,  with  maintenance,  with  standard  salary 
rates  as  follows :    $540,  $600. 

In  institutions  where  incumbents  of  this  position 
in  this  Grade  have  charge  of  gardens  and  fruit  orchards 
of  more  than  twenty  acres  and  not  more  than  forty 
acres,  the  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $600  to  $720,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows: 
$600,  $660,  $720. 

In  institutions  where  incumbents  of  this  position 
in  this  Grade  have  charge  of  gardens  and  fruit  orchards 
of  more  than  forty  acres,  the  range  of  annual  compensa- 
tion of  this  Grade  for  full  time  service  is  from  $720  to 
$780,  inclusive,  with  maintenance,  with  standard  salary 
rates  as  follows:    $720,  $780. 

FARMER 

In  institutions  where  incumibents  of  this  position 
in  this  G^ade  have  charge  of  farms  of  not  more  than 
fifty  acres,  the  range  of  annual  compensation  of  this 
G^ade  for  full  time  service  is  from  $540  to  $600,  indu- 
sive,  witii  maintenance,  with  standard  salary  rates  as 
follows :     $540,  $600. 

In  institutions  where  incumbents  of  this  position 
in  this  Ghrade  have  charge  of  farms  of  more  than  fifty 

NoTB. —  In  Stats  f^riaonB  and  State  refonnatories  where  farmere  and 
gardeners  perform  regular  guard  duty  in  addition  to  the  above-mentioned 
duties,  the  title  "Guard"  ahaU  be  aflSzed  to  the  regular  title.  In  such 
uutancea  the  atandard  rates  for  guards  shall  obtain. 
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acres  and  not  more  than  one  hundred  and  fifty  acres, 
the  range  of  annual  compensation  of  this  Grade  for  full 
time  service  is  from  $600  to  $720^  inclusive^  with  main- 
tenance, with  standard  salary  rates  as  follows:  $600, 
$660,  $720. 

In  institutions  where  incumbents  of  this  position 
in  this  Grade  assist  in  the  general  farm  work,  or  to  take 
charge  of  a  piggery  of  more  than  one  hundred  head  of 
swine,  the  range  of  annual  compensation  for  this  Grade 
for  full  time  service  is  from  $540  to  $600,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows: 
$540,  $600. 

POULTRYMAN 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $480  to  $600^ 
inclusive,  with  maintenance,  with  standard  salary  rates 
as  follows :    $480,  $540,  $600. 
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GKADE  n  (H  10  n)  ImtitutUmal  Bervioe 

TITLE  OF  POSITIOmS Farmer  and  Oardener  Group 

DirnES—  HEAD  FARMER 

Definitum: 

The  duties  of  incumbents  of  these  positions  are  to 
take  charge  of  a  farm  of  more  than  150  acres  devoted 
to  general  farming,  or  a  farm  of  more  than  50  acres 
devoted  to  intensive  farming,  and  to  plan,  supervise,  be 
responsible  for  and  assist  in  farm  work,  dairying,  gar- 
dening, caring  for  and  handling  live  stock;  caring  for 
grounds,  walks,  roads,  farm  buildings  and  equipment 
where  such  work  is  not  otherwise  provided  for ;  keeping 
time  records  and  other  records  of  farm  work,  preparing 
estimates,  and  to  perform  such  other  related  work  in 
the  management,  maintenance  and  operation  of  a  farm 
as  may  be  required. 

aVALIFICATIOinS  — 

Persons  holding  these  positions  shall  hwve: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  two  years  of  service  in  Grade  I,  or 
if  appointed  otherwise  than  by  promotion  from  Grade  I, 
at  least  two  years  of  experience  in  work  of  Grade  I 
character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $780  to  $1020,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows : 
$780,  $840,  $900,  $960,  $1020. 

NoTBL—^In  state  prisons  and  State  reformatories  where  incumbents  of 
these  positions  perform  regular  guard  duty  in  addition  to  the  above-mentioned 
duties,  the  title  "Guard"  shall  be  prefixed  to  the  regular  title.  In  such 
instances  the  standard  rates  for  guards  shaU  obtain. 

In  institutions  where  there  is  an  available  acreage 
for  cultivation  of  more  than  five  hundred  acres,  $180 
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shall  be  added  to  the  above  salary  rates,  provided  that 
the  Head  Fanner  has  supervision  over  all  the  fanning 
operations. 

In  institutions  where  there  are  more  than  one  thou- 
sand acres  under  cultivation^  the  range  of  annual  com- 
pensation of  this  Grade  for  full  time  service  is  from 
$1440  to  $1680,  inclusive,  with  maintenance,  with 
standard  salary  rates  as  follows:  $1440,  $1560,  $10^" 


INSTITUTIONAL  FIRE  WARDEN  GROUP  (H  11) 

DefinUum:  InaHtuHamd  Bervioe 

In$Htutional  Fire  Warden  Oroup 

The  term  Iiustitutional  Fire  Warden  Group  is  used  to  identify 
those  authorized  employmenta  of  the  Institutional  Service^  the 
incumbents  of  which  are  required  to  take  charge,  under  the  direc- 
tion of  the  chief  operating  engineer,  of  the  care  and  operation  of 
institutional  fire  apparatus  and  equipment,  to  assume  respon- 
sibility for  the  organization  and  direction  of  a  fire  company,  to 
take  charge  of  the  procedure  in  case  of  fire,  and  to  perform  such 
other  fire  prevention  work  as  may  be  required. 
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GRADE  I  (H  11  I)  Inatitutumdl  Servioe 

Ifutitutional  Fire  Warden  Qrovp 

TITLE  OF  f  OSITIOBB— 

INSTITUTIONAL  FIRE  WARDEN 
DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
take  charge,  under  the  direction  of  the  chief  engineer, 
of  the  fire  patrol  work  in  an  institution  where 
there  is  need  of  a  regularly  organized  fire  company,  to 
supervise  and  assist  in  the  cleaning  of  all  fire  apparatus 
and  appliances  and  to  keep  same  in  readiness ;  to  direct 
the  procedure  in  case  of  fire  in  the  absence  of  the  chief 
engineer,  to  make  the  necessary  repairs  to  plumbing  and 
steamfitting  equipment  at  night,  and  to  perform  such 
other  related  work  as  may  be  assigned  by  the  chief 
engineer. 

QVAIHICATIOHS  — 

Persons  holding  these  positions  shall  have: 

1.  Not  lees  than  three  years  of  experience  as  an 
apprentice  in  the  plumbers'  or  steamfitters'  trada 

2.  Such  additional  qualifications  as  may  be  re^ 
quired  by  the  State  Civil  Service  Conomission. 

COHPENSATIOir— 

The  range  of  annual  compensation  of  this  Orade 
for  full  time  service  is  from  $600  to  $660,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows: 
$540,  $600. 
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FOUNDRY  WORKER  GROUP  (H  12) 

Fowndry  Worker  €hvup 
Definition:  ImiiiuUoma  Service 

The  term  Foundry  Worker  Group  is  ujsed  to  identify  those 
authorized  employments  of  the  Institutional  Service,  the  in- 
cumbents  of  which  are  required  to  plan,  supervise,  be  responsible 
for  and  assist  in  the  operation  and  management  of  a  foundry,  and 
to  assume  responsibility  for  and  perform  such  other  related  work 
as  may  be  required. 
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GRADE  I  (H  12  I)  Foundry  Worker  Group 

Ifuiitutional  Serviei 

TITLE  OF  FOSITIOBB  — 

FOUNDEY  WOEKER  (FOREMAN) 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 

plan,  supervise,  be  responsible  for  and  assist  in  the 

operation  of  a  foundry,  to  instruct  inmates;  to  keep 

records  and  assist  in  the  preparation  of  estimates^  and 

to  assume  responsibility  for  and  perform  such  other 

related  work  as  may  be  required. 

Bofamplea: 

.  Preparing  sand  moulds,  flasks  for  Bimple  and  intricate 
castings. 

Charging  furnaces. 

Making  patterns. 

Coremakingj  tumbling,  grinding  and  drilling  castings. 

QVAUFICATIONS  — 

Persons  holding  these  positions  shall  haA>e: 

1.  "Not  less  than  two  years  of  experience  as  a 
journeyman  moulder. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

C0HPEN8ATI0N— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1080  to  $1440,  inclusive, 
with  standard  salary  rates  as  follows:  $1080^  $1200, 
$1320,  $1440. 


FURNITUBE  ULAKER  GROUP  (H  13) 

Inatitwticmal  Service 
Definition:  Furniture  Maker  Group 

The  term  Furniture  Maker  Group  is  used  to  identify  those 
authorized  eooiployments  of  the  Institutional  Servioe^  the  in- 
cumbents of  which  are  required  to  plan,  supervise,  be  responsible 
for  and  assist  in  the  manufacture  of  furniture,  and  to  perform 
other  related  work  as  may  be  required. 
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OEADB  I  (H  13  I)  inaHtuHanal  Be^ 

TITLE  OP  POSITIOHS—  Fwrmture  Maker  Qrwf 

FURNITUEE  MAKER  (FOREMAN) 
DITTIES— 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
take  charge  of  a  division  or  unit  of  the  furniture  mak- 
ing industry,  the  products  of  which  are  made  primarily 
for  other  than  local  use,  to  plan,  supervise,  be  respoa- 
sible  for  and  assist  in  work  involved  in  the  making  of 
desks,  tables,  chairs,  bureaus,  wardrobes  and  school  fur- 
niture; to  inspect,  sort^  plane,  join,  saw,  carve  and  shape 
lumber  for  use  in  the  manufacture  of  furniture,  and  to 
assume  responsibility  for  such  other  related  work  as 
may  be  required. 

QVJLLEFICATIOBB  — 

Persons  holding  these  posUions  shall  ?uive: 

1.  Not  less  than  two  years  of  experience  as  a  fiu^ 
niture  or  cabinet  maker. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPENSATIOir— 

The  range  of  annual  compensation  of  this  Qnde 
for  full  time  service  is  from  $1080  to  $1440,  inclusive, 
with  standard  salary  rates  as  follows:  $1080,  $1200, 
$1320,  $1440. 
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GRADE  n  (H  13  11)  iMtitutUmai  BerviM 

Fumitwre  Maker  Group 

TITLE  aF  POSITION— 

FUENITURE  MAKER  (HEAD  FOEEMAN) 

DUTIES—* 

Definition: 

The  duties  of  incumbents  of  this  position,  which 
involves  supervision  of  employes  in  Grade  I,  are  to  take 
charge  of  the  furniture  making  industry,  the  products 
of  which  are  made  primarily  for  other  than  local  use, 
to  plan,  supervise,  be  responsible  for  and  assist  in  the 
making  of  desks,  tables,  chairs,  bureaus,  wardrobes  and 
sdiool  furniture,  to  inspect,  sort,  plane,  joint,  saw,  carve 
and  shape  lumber  used  in  making  furniture;  to  prepare 
estimates  for  material,  to  keep  records  of  output  and  to 
assume  responsibility  for  such  other  related  work  as  may 
be  required. 

QVMIHCATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  two  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from  Grade 
I,  at  least  two  years  of  experience  in  work  of  Grade  I 
character  and  standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPENSATIOir— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1680  to  $1980,  inclusive, 
with  standard  salary  rates  as  follows:  $1680,  $1800, 
$1980. 


GUARD  GROUP  (H  14) 

InaOtutiondl  Servioe 

Definiiion:  ^"^  ^"^ 

The  term  Guard  Group  is  used  to  identify  those  authorized 
employments  of  the  Institutional  Service,  the  incumbents  of  which 
are  required  to  guard,  care  for,  protect  and  assist  inmates  in 
State  prisons  or  correctional  institutions,  and  to  perform  such 
other  related  duties  as  may  be  required. 
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GRADE  I  (H  14  I)  InBtitutumal  Benia 

Ouard  Group 
TITLE  OF  POSITIOBB  — 

JUNIOE  GUARD 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions,  whicli 
are  performed  under  supervision,  are  to  preserve  order 
and  discipline  among,  prevent  the  escape  of,  to  direct 
the  unskilled  labor  work  of  and  assist  inmatee  in  cor- 
rectional institutions  charged  with  the  custody  of 
juvenile  delinquents,  and  to  perform,  imder  supervision, 
incidental  laboring  work  in  connection  with  the  main- 
tenance of  the  institution. 

QTT  AUnCATIONS  — 

Persons  holding  these  positions  shall  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COHFENSATION— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $540  to  $600,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows: 
$540,  $600. 
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ORADE  n  (H  14  n)  Iiutitutional  Service 

Ottard  Group 

TITLE  OF  FOSITIOBS  — 

GUARD 
DUTIES— 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
are  performed  under  supeiTision,  are  to  preserve  order 
and  discipline  among,  and  prevent  the  escape  of,  and 
assist  inmates  in  State  prisons  and  State  reformatories, 
to  direct  the  work  of  inmates  where  not  otherwise  pro- 
vided for,  to  direct  or  perform  incidental  clerical  or 
other  work  relating  to  the  welfare  and  discipline  of 
inmates. 

Bwwnplee: 

Having  diteiplinary  supenrlsioii  of  a  priaon  eompanj. 
Having  charge  of  inmates  working  in  priaon  offices 
and  shops. 

Patrolling  yards  and  shops  to  maintain  general  order. 

QUAUnCATIOHS— 

Persons  holding  these  positions  shall  have: 
1.  Such  qualifications  as  msLj  be  required  by  the 
State  Civil  Service  Commission. 

CQKPEirSATIOV— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $780  to  $1200,  inclusive, 
with  standard  salary  rates  as  follows:  $780,  $840, 
$900,  $960,  $1020,  $1080,  $1200. 
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OBADE  in  (H  14  m)  Institutional  ficrwci 

Ouard  €hrtmp 

TITLE  OF  POSITIOFS  — 

ASSISTANT  PRINCIPAL  KEEPER 
DUTIES— 

Definition: 

The  duties  of  mcumbents  of  these  positions^  which 
are  performed  under  the  direction  of  the  principal 
keeper,  are  to  assist  the  Principal  Keeper  in  the  dis- 
cipline, care,  custody  and  protection  of  inmates  in  a 
State  prison,  to  exercise  general  supervision  of  em- 
ployes in  Grade  II  and  to  execute  any  general  or  special 
ordero  of  the  principal  keeper  or  agent  and  warden. 

Ewamplea: 

Asaigning  guards  to  their  posts. 
Supervisiiig  the  counting  of  the  priaoners. 
Supervising  the  disciplinary  work  at  night. 

QVAIIFICATIONS  — 

Persons  holding  these  positions  shaU  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  II. 

2.  Not  less  than  three  years  of  service  in  Grade  II, 
or  if  appointed  otherwise  than  by  promotion  from 
Gh-ade  I,  at  least  three  years  of  experience  in  work  of 
Grade  I  standard  and  character. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commis^on. 

C0HPEN8ATI0V  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1320  to  $1560,  inclnMTC, 
with  standard  salary  rates  as  foUows:  $1320,  $1440, 
$1560. 
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GRADE  IV  (H  14  IV)  InBtitutional  Service 

Ouard  Oroup 

TITLE  OF  POSITIOBS  — 

PRINCIPAL  KEEPER 
DTTTIES— 

Defindtion: 

The  duties  of  incumbents  of  these  positions,  which 
require  a  high  degree  of  executive  ability,  are  to  direct 
and  be  responsible  for  the  discipline,  care,  custody  and 
protection  of  inmates  in  a  State  prison  under  the 
direction  of  the  agent  and  warden ;  to  supervise  employes 
in  Grades  II  and  ILL ;  to  assume  the  duties  of  the  agent 
and  warden  in  the  latter's  absence;  and  to  assist  him 
when  required  in  the  general  administration  of  the 
institution. 
QVAimCATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  III. 

2.  Not  less  than  three  vears  of  service  in  Grade  III, 
or  if  ajppointed  otherwise  than  by  promotion  from. 
Grade  III,  at  least  three  years  of  experience  in  work  of 
Grade  III  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COlIFEirSATIOV  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1800  to  $2160,  inclusive, 
with  standard  salary  rates  as  follows:  $1800,  $1980, 
$2160. 


HOUSEKEEPER  AND  MATRON  GROUP  (H  15) 

Inatitutiandl  Service 
Definitum:  Housekeeper  and  Matron  Chroup 

The  term  Housekeeper  and  Matron  Group  is  used  to  identify 
those  authorized  employments  of  the  Institutional  Service,  the 
inciunbents  of  which  are  required  to  perform,  under  supervision, 
the  simplest  routine  duties  connected  with  the  kitchen,  house- 
keeping, seamstress  and  laundry  units  of  a  State  institution,  to 
direct  and  perform  household  work  involving  the  supervision  and 
care  of  inmates'  or  patients'  clothing,  bed  and  table  linen,  the 
supervision  of  requisitioning,  storing  and  preparing  food,  and  the 
planning  of  diets  where  such  work  is  not  otherwise  provided  for, 
and  to  supervise  the  care  and  treatment  of  inmates  where  there 
is  not  an  organized  nursing  service,  or  to  take  charge  of  a  hospital 
dormitory  for  male  employes. 
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OBADE  I  (H  15  I)  Inatitutumai  Service 

Houaekeeper  amd  Mairon  Group 

TITLE  OF  Fosmoirs— 

HOUSEKEEPING  ASSISTANT 
DITTIES  — 

Definition: 

The  duties  of  incumbentft  of  these  positions  are  to 
perform,  under  supervision,  the  simplest  routine  func- 
tions connected  with  the  kitchen,  housekeeping,  seam- 
stress and  laundry  units  of  a  State  hospital,  charitable 
or  correctional  institution  and  not  involving,  except  in 
emergencies,  ward  or  clerical  services  of  temporarv 
character. 

Examples: 

Preparing  vegetables,  fruits  and  other  foods  for  cook- 
ing, dishing  food,  and  cutting  bread. 

Scrubbing  Aoors,  washing  and  polishing  kitcben 
utensils,  cleaning  ranges,  sinks,  etc. 

Performing  simple  household  duties  required  of  s 
chambermaid  and  waitress. 

Doing  plain  sewing,  repairing  and  mending  by  machine 
and  by  hand. 

Doing  routine  laundry  work  such  as  washing  and  iron- 
ing by  hand,  operating  mangles,  body  ironer,  etc. 

QUALIFICATIONS  — 

Persons  holding  these  positions  shall  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COHFEFSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $228  to  $300,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows: 
$228,  $252,  $276,  $300. 

SPECIAL  BEOTTLATIOH  OOVESNIirO  SALABT  BATES - 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  shall  be  determined  by  the 
Institutional  Superintendent,  on  the  basis  of  local  con- 
ditions, subject  to  the  rules  and  regulations  of  the  D^ 
partmental  Agencies. 
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CttADE  II  (H  16  n)  Intiitutiondl  Servioe 

Houtekeeper  and  Matron  Group 

TITLES  OF  POSITIONS  — 

HOUSEKEEPER 

ASSISTANT  MATRON 
DUTIES— 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
direct  and  perform  household  work,  such  as  the  cleaning 
of  living,  eating  and  sleeping  quarters,  the  laundering 
of  wearing  apparel,  bed  and  table  linen,  the  preparing 
and  serving  of  food,  and  in  addition  to  supervise  the 
care,  custody  and  training  of  assigned  inmates  or 
patients. 

Ewamplea: 

Directing  the  housekeeping  work  in  the  nurses  home 

of  a  state  hospital. 

Acting  as  assistant  matron  of  a  cottage  in  a  correc- 
tional institution  for  women. 

aUALQICATIONS  — 

Persons  holding  these  positions  shall  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

OOXPEHTSATIOir  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $360  to  $480,  inclusive, 
with  maint^iance,  with  standard  salary  rates  as  follows : 
$360,  $420,  $480. 

SPECIAL  BEOUIATION  OOVEBHDTO  SALABT  RATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  shall  be  determined  by 
the  Institutional  superintendents,  on  the  basis  of  local 
conditions,  subject  to  the  rules  and  r^ulations  of  the 
Departmental  Agencies. 

KoR.^- Inenmbents  of  these  positions  assigned  to  cottages  or  other 
quarters  accommodating  inmates  afflicted  with  contagions  and  loathsome 
disease,  shall  receive  an  additional  compensation  of  $60.00. 
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GRADE  m  (H  16  m)  In9iiiut%onal 

Housekeeper  and  Matron  Group 

TITLES  OF  POSITIONS  — 

MATRON 

DORMITORY  CARETAKER 
DUTIES  — 

MATRON 
DefinUum: 

The  duties  of  incumbents  of  these  positions  are  to 
perform  or  to  direct  and  assume  responsibility  for  house- 
hold work,  involving  the  care  of  a  cottage,  colony  or 
dormitory,  preparing  and  serving  food,  laundering  and 
caring  for  wearing  apparel,  where  such  work  is  not 
otherwise  provided  for;  issuing  requisitions  for 
clothing,  supplies  and  food ;  condenming  articles  unfit 
for  use  or  consumption;  and  performing  such  other 
related  work  as  may  be  required  in  the  care,  custody  and 

training  of  assigned  inmates  or  patients. 
Eoample: 

Acting  as  matron  in  charge  of  a  cottage  at  a  girli 
reformatory. 

DORMITORY  CARETAKER 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
take  charge  of  a  hospital  dormitory  for  male  emploves 
involving  responsibility  for  the  maintenance  and  care 
of  the  building  and  property,  responsibility  for  the 
morale  and  discipline  of  such  employes  and  to  perform 
such  other  related  work  as  may  be  required. 

aUAUFICATIOHS  — 
MATRON 

Persons  holding  these  positions  sluUl  luuve: 

1.  The  minimum  qualifications  prescribed  for 
Grade  II. 

2.  Not  less  than  two  years  of  service  in  Grade  II, 
or  if  appointed  otheniase  than  by  promotion  from 
Grade  IT,  at  least  two  years  of  experience  in  work  of 
Grade  II  character  and  standard. 
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DORMITORY  CARETAKER 

Persons  holding  these  positions  shall  hwoe : 

1.  Not  less  than  one  year  of  service  as  Charge 
Attendant^  or  if  appointed  otherwise  than  by  promotion 
from  Grade  II  of  the  Attendant  Group,  at  least  one 
year  of  experience  in  work  affording  opportunity  to 
become  familiar  with  the  caretaking  of  a  dormitory  or 
similar  household  unit. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Conunission. 

COXPBHSATIOV  — 
MATRON 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $480  to  $540, 
inclusive,  with  maintenance,  with  standard  salary  rates 
as  follows :    $480,  $540. 

DORMITORY  CARETAKER 

Where  an  incumbent  of  this  position  has  charge 
of  a  dormitory  accommodating  more  than  100  male  em- 
ployes the  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $480  to  $600, 
inclusive,  with  maintenance,  with  standard  salary  rates 
as  follows:     $480,  $540,  $600. 

Where  an  incumbent  of  this  position  has  charge  of 
a  dormitory  accommodating  not  more  than  100  male 
employee  the  range  6i  annual  compensation  of  this 
position  in  this  Grade  for  full  time  service  is  from 
$420  to  $540,  inclusive,  with  maintenance,  with 
standard  salary  rates  as  follows :     $420,  $480,  $540. 

KoTS.— Ineumbents  of  these  positions  assi^ed  to  cottages  or  other 
quarten  aeeommodating  inmates  afflicted  with  eon  talons  and  loathsome 
disease,  shall  receive  an  additional  annual  compensation  of  $60.00. 
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GBADE  IV  (H 16  IV) 


TITLES  OF  POSITIONS  — 
MATRON-DIETITIAN 
MATRON-SUPERVISOR  OF  INDUSTRIES 

DUTIES  — 

MATRON-DIETICIAN 
Definition: 

The  duties  of  incumbeuts  of  these  positions  are  to 
supervise  and  assume  complete  responsibility  for  the  care 

and  cleanliness  of  living,  sleeping  and  eating  quarters  of 
an  institution,  to  requisition  and  distribute  household 
supplies,  and  to  plan  and  assist  in  the  preparation  of 
general  and  special  diets,  to  instruct  and  supervise  em- 
ployes in  the  care  and  preparation  of  food,  to  inspect 
food  supplies,  storerooms,  kitchens,  cold  storage  Toom 
and  dining-rooms,  where  such  work  is  not  odierwise 
provided  for  and  perform  other  work  as  may  be  re- 
quired. 

Evample: 

Acting  M  liatron-Dfotitian  in  the  State  luUtntioa 

for  Feeble-Minded  Children  at  Syracuse. 

MATRON-SUPERVISOR  OF  INDUSTRIES 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
require  executive  ability  and  a  general  knowledge  of 
the  making  of  women's  clothing  and  housekeeping 
articles,  are  to  plan,  supervise,  be  responsible  for  and 
assist  in  the  making  of  clothing,  bedding,  bed  linen, 
knitting,  crocheting,  raffia  work,  emlmudery,  Mexican 
drawn  woric,  tatting,  and  similar  work  in  an  institu- 
tion of  more  than  four  liiousand  inmates ;  to  examine, 
inspect  and  condemn  the  clothing  of  patients^  beds, 
bedding,  ward  furnishings;  to  inspect  the  food  sernce 
on  assignment ;  to  have  custody  and  care  of  the  mate- 
rials supplied  and  apparatus  used  and  to  perfonn  such 
other  related  work  as  may  be  required. 
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QUAUFICATIOHS  — 

MATRON-DIETITIAN 

Persons  holding  these  positions  shall  ha/oe: 

1.  The  minimum  qualificationB  prescribed  for 
Grade  ni. 

2.  Not  less  than  one  year  of  service  in  Grade  III, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  III,  at  least  two  years  of  experience  in  work  of 
Grade  III  character  and  standard. 

3.  A  diploma  or  certificate  representing  evidence  of 
having  completed  two  years  of  a  standard  course  of  in- 
struction in  domestic  science  in  a  school  of  recognized 
standing. 

4.  Not  less  than  six  months  of  experience  in  the 
practice  of  dietetics. 

5.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

MATRON-SUPERVISOR  OF  INDUSTRIES 
Persons  holding  these  positions  shall  haA)e: 

1.  The  minimum  qualifications  prescribed  for 
Grade  III. 

2.  Not  less  than  one  year  of  service  in  Grade  III, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  III,  at  least  two  years  of  experience  in  work  of 
Grade  III  character  and  standard. 

3.  Not  less  than  two  years  of  experience  in  the 
manufacture  of  clothing  and  housekeeping  articles,  such 
as  bed  linen  and  bedding. 

4.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COXPEHSATIOir — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $900  to  $1200,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows : 
$900,  $960,  $1020,  $1080,  $1140,  $1200. 


INSTRUCTOR  IN  HANDICRAFT  GROUP  (H  16) 

DefinUian:  In$tructar  in  Handicraft  Group 

The  term  Instructor  in  Handicraft  Group  is  used  to  identify 
those  authorized  employments  of  the  Institutional  Service,  the 
duties  of  the  incumbents  of  which  are  required  to  instruct  inmates 
of  institutions  in  accordance  with  prescribed  courses  and  schedules 
in  the  principles  and  methods  of  baking,  barbering,  blacksmithing, 
bookbinding,  bricklaying  and  masonry,  carpentry,  clay  moulding 
and  wood  carving,  cooking,  dressmaking,  electrical  work,  floricul- 
ture, laundering,  machinery  work,  manual  training,  moulding, 
painting,  plumbing  and  steamfitting,  printing,  sewing,  shoemaking, 
sloyd,  stonecutting,  tailoring,  tinsmithing  or  upholstering,  not  cov- 
ered in  any  other  Group  of  the  Institutional  Service. 
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OKADE  I  (H  16  I)  InttitutUmal  Btniet 

Jn$truotor  im  Btmiicnft  0ro«f 

TITLES  OF  POSITIONS  — 

INSTRUCTOR  IN  BAKING 
INSTRUCTOR  IN  BARBERING 
INSTRUCTOR  IN  BLACKSMITHING 
INSTRUCTOR  IN  BOOKBINDING 
INSTRUCTOR     IN     BRICKLAYING    AND 

MASONRY 
INSTRUCTOR  IN  CARPENTRY 
INSTRUCTOR  IN  CLAY  MODELING 
INSTRUCTOR  IN  COOKING 
INSTRUCTOR  IN  DRESSMAKING 
INSTRUCTOR  IN  ELECTRICAL  WORK 
INSTRUCTOR  IN  FLORICULTURE 
INSTRUCTOR  IN  FOUNDRY  PRACTICE 
INSTRUCTOR  IN  LAUNDERING 
INSTRUCTOR  IN  MACHINERY  WORK 
INSTRUCTOR  IN  MANUAL  TRAINING 
INSTRUCTOR  IN  PAINTING 
INSTRUCTOR    IN    PLUMBING   AND   STEAM- 
FITTING 
INSTRUCTOR  IN  PRINTING 
INSTRUCTOR  IN  SEWING 
INSTRUCTOR  IN  SHOEMAKING 
INSTRUCTOR  IN  STONECUTTING 
INSTRUCTOR  IN  TAILORING 
INSTRUCTOR  IN  TINSMITHING 
INSTRUCTOR  IN  UPHOLSTERING 

BTTTIES — 

INSTRUCTOR  IN  BAKING 

Definition: 

The  duties  of  incumbents  of  these  positions  an  to 
instruct  inmates  in  the  baking  trade,  in  aocordanoe  wi* 
prescribed  courses  and  schedules,  and  be  reeponsiUe  w 
their  conduct  and  progress;  to  assist  in  the  prepurtttoo 


558 

of  bread,  rolls  and  pastry  and  to  perform  other  related 
work  as  may  be  required. 

Bmample: 

Instmcting  and  auisting  in  mixing  dough,  firing  oyena, 
ele. 

INSTRUCTOR  IN  BARBEMNG 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
instruct  inmates  in  the  barbering  trade,  in  accordance 
with  prescribed  courses  and  schedules,  and  be  respon- 
sible for  their  conduct  and  progress,  and  to  perform 
other  related  work  as  may  be  required. 

Ewample: 

Instmcting  and  assisting  in  catting  hair  and  thaTing 
patients. 

INSTRUCTOR  IN  BLACKSMITHING 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
instruct  inmates  in  the  blacksmithing  trade,  in  accord- 
ance with  prescribed  couirses  and  schedules,  and  be  re- 
sponsible for  their  conduct  and  progress,  and  to  perform 
other  related  work  as  may  be  required. 

Emomple: 

Instmcting  in  forge  practice  work  and  blue  print  out- 
line drawings,  shoeing  horses,  repairing  wagons  and  farm 
machinery. 

INSTRUCTOR  IN  BOOKBINDING 

Definiiion: 

The  duties  of  incumbents  of  these  positions  are  to 
instruct  inmates  in  the  bookbinding  trade,  in  accordance 
wiih  prescribed  courses  and  schedules,  and  be  responsible 
for  their  conduct  and  progress,  and  to  perform  other 
related  work  as  may  be  required, 

Btfomple: 

Acting  as  instructor  in  hookbinding.  New  York  State 
Reformatory. 
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INSTRUCTOR     IN     BRICKLAYING    AND 
MASONRY 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
instruct  inmates  in  the  bricklaying  and  masonry  trades, 
in  accordance  with  prescribed  courses  and  schedules,  and 
be  responsible  for  their  conduct  and  progress,  and  to  pe^ 
form  other  related  work  as  may  bo  required. 

EoMmple: 

.  Planning,  instructing  and  assisting  in  masonry,  plas- 
tering, bricklaying,  cement  and  concrete  work. 

INSTRUCTOR  IN  CARPENTRY 

DefirUtian: 

The  duties  of  incumbents  of  these  positions  are  to 
instruct  inmates  in  the  carpentry  trade,  in  accordance 
with  prescribed  courses  and  schedules,  and  be  respon- 
sible for  their  conduct  and  progress,  and  to  perform 
other  related  work  as  may  be  required. 

Evample: 

Planning,  instructing  and  assisting  in  carpentry  and 
cabinet  making  work. 

INSTRUCTOR  IN  CLAY  MODELING. 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
instruct  inmates  in  the  clay  moulding  and  wood  carving 
trades,  in  accordance  with  prescribed  courses  and  sched- 
ules, and  be  responsible  for  their  conduct  and  progress^ 
and  to  perform  other  related  work  as  may  be  required. 

Emomple: 

Acting  as  instructor  in  clay  moulding  and  wood  earr- 
ing in  the  House  of  Refuge,  RandaU's  Island. 

INSTRUCTOR  IN  COOKING 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
instruct  inmates  in  the  cooking  trade,  in  accordance  with 
prescribed  courses  and  schedule^!  and  be  responsible  for 
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their  conduct  and  progress,  and  to  perform  other  related 
work  as  may  be  required. 

Emam^le: 

Instmetiiig  and  aasisting  in  the  preparation  of  food, 
care  of  the  kitchen,  pantry  and  dining  room  and  the  lerving 
of  mealfl. 

INSTRUCTOR  IN  DRESSMAKING 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
instruct  inmates  in  the  dressmaking  trade,  in  accordance 
with  prescribed  courses  and  schedules,  and  be  responsible 
for  their  conduct  and  progress,  and  to  perform  other 
related  work  as  may  be  required. 

Ewample: 

Inatrueting  and  assisting  in  the  measuring,  cutting 
and  fitting  of  dresBes,  uniforms,  cloaks,  suits,  ahirtwaists, 
and  similar  articles  of  clothing. 

INSTRUCTOR  IN  ELECTRICAL  WORK 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 

instruct  inmates  in  electrical  work,  in  accordance  with 

prescribed  courses  and  schedules,   and  be  responsible 

for  their  conduct  and  progress,  and  to  perform  other 

related  work  as  may  be  required. 

Swample: 

Planning,  instructing  and  asaisting  in  the  repairing 
and  caring  for  telephone  equipment,  fire  and  electric 
sprinkler  alarm  systems,  annunciator  and  call  bell  circuits 
and  apparatus,  and  incandescent  and  arc  lights,  wiring  new 
and  old  bnildinga  and  installing  electrical  c<mstruetion  work. 

INSTRUCTOR  IN  FLORICULTURE 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
instruct  inmates  in  the  cultivation  of  flowers,  in  accord- 
ance with  prescribed  courses  and  schedules,  and  be  re- 
fifponsible  for  their  conduct  and  progress,  and  to  perform 
other  related  work  as  may  be  required. 

Baample: 

Planning,  instructing  and  assisting  in  the  care  of 
greenhouses,  and  grounds  including  the  laying  out  of  flower 
beds,  spraying  and  pruning  trees  and  shrubbery,  raising 
hothouse  plants  and  cut  flowers. 
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INSTRUCTOR  IN  FOUJfDRY  PRACTICE 

Definition  : 

The  duties  of  incumbents  of  these  poftitions  are  to 
instruct  inmates  in  the  moulding  and  foundry  trade,  in 
accordance  with  prescribed  courses  and  sehedulee,  and 
be  responsible  for  their  conduct  and  progress,  and  to  pe^ 
form  other  related  work  as  may  be  required,  where  not 
otherwise  provided  for. 

EcM/mpU: 

Planniogy  instructing  nnd  aisiatlng  in  the  prapantion 
of  sand,  moulda^  and  flaaka  for  aimple  and  intricate  caitiiig, 
charging  of  furnace,  coremaking,  tumbling,  grinding  and 
driUing  of  castinga. 

INSTRUCTOR  IN  LAUNDERING 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
instruct  inmates  in  the  laundering  trade^  in  accordance 
with  prescribed  courses  and  schedules,  and  be  responsible 
for  their  conduct  and  progress,  and  to  perform  other 
related  work  as  may  be  required. 

Ewampie: 

Planning,  inatructing  and  aMiatlmg  in  the  wiahing. 
atarching,  ironing  and  folding  of  dothea  and  other  lina. 

INSTRUCTOR  IN  MACHINERY  WORK 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
instruct  inmates  in  the  machinist's  trade,  in  accordance 
with  prescribed  courses  and  schedules,  and  be  responsible 
for  their  conduct  and  progress,  and  to  perform  other 
related  work  as  may  be  required. 

BwampUM: 

Planning,  instructing  and  asaiating  in  general  repair 
work  on  tools,  engines,  machines  and  equipment. 

Studying  and  aaalyaittg,  with  inmatea,  blue  print  tf^ 
outline  drawings  for  repair  and  new  work. 
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INSTRUCTOR  IN  MANUAL  TRAINING 
Defmition: 

The  duties  of  iuoumbents  of  theee  poeitions  are  to 
instruct  innxateB  in  all  branches  of  manual  training,  in 
accordance  with  prescribed  courses  and  schedules,  and 
be  responsible  for  their  conduct  and  progress,  and  to 
perform  other  related  work  as  may  be  required. 

Rowmple: 

Planning^  instructing  and  assisting  in  manual  training 
work. 

INSTRUCTOR  IN  PAINTING 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
instruct  inmates  in  the  painting  trade,  in  accordance 
with  prescribed  courses  and  schedules,  and  be  responsible 
for  their  conduct  and  progress,  and  to  perform  other 
related  work  as  may  be  required. 

Ewample: 

Ptanning,  instmetfaig  and  assisting  in  exterior  and 
interior  painting,  yamishing,  shellacing,  staining,  stencilling, 
kalsomining,  filling,  mixing  paints  and  stains,  making  liquid 
wax,  hanging  paper,  estimating  for  stoA,  preparing  time 
and  trorit  reports. 

INSTRUCTOR    IN    PLUMBING    AND    STEAM 
FITTING 

Definikicn: 

The  duties  of  incumbents  of  these  positions  are  to 
instruct  inmates  and  patients  in  the  plumbing  and  steam- 
fitting  trade^  in  accordance  with  prescribed  courses  and 
sdiedules,  and  be  responsible  for  their  conduct  and 
progress,  and  to  perform  other  related  work  as  may  be 
required,  where  not  otherwise  provided  for. 


Planning,  instructing  and  assisting  in  installing,  re- 
paMig  and  altering  plnmbia^  sad  toilet  flxtores  and  equip- 
meat  and  eleattiag;  tfipairrng  and  keeptag  in  sanitary  ocm* 
ditlon  soily  waste  sad  sewer  lines  and  water  mains. 
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INSTRUCTOR  IN  PRINTING 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
instruct  inmates  in  the  printing  trade,  in  accordimoe 
with  prescribed  courses  and  schedules,  and  be  responsible 
for  their  conduct  and  progress,  and  to  perform  other 
related  work  as  may  be  required,  where  not  otherwise 
provided  for. 

EoampU: 

Planning,  inBtnicting  and  assisting  in  letting  type, 
oompofling  and  operating  a  press. 

INSTRUCTOR  IN  SEWING 
DefimHan: 

The  duties  of  incumbents  of  these  positions  are  to 
instruct  inmates  in  the  sewing  trade,  in  accordance  with 
prescribed  courses  and  schedules,  and  be  responsible  for 
their  conduct  and  progress,  and  to  perform  other  related 
work  as  may  be  required,  where  not  otherwise  pro- 
vided for. 

Swample: . 

Planning,  instructing  and  assisting  in  the  meamriiig, 
entting  and  sewing  of  eiirtain%  mattresses^  pillow  tido,  bed 
and  taUe  linen  and  similar  articles. 

INSTRUCTOR  IN  SHOEMAKING 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
instruct  inmates  in  the  shoemaking  trade,  in  accordance 
with  prescribed  courses  and  schedules,  and  be  respon- 
sible for  their  conduct  and  progress,  and  to  perfonn 
other  related  work  as  may  be  required. 

Bwample: 

Plaiiolag,  iastmetlng  aad  assisting  in  tlie  manvfactai* 
.  aad  repair  of  slises»  boots  and  sl^ppsrs. 
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INSTRUCTOK  IN  STONECUTTING 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
instruct  inmates  in  the  stonecutting  trade,  in  accordance 
with  prescribed  courses  and  schedules,  and  be  respon- 
sible for  their  conduct  and  progress,  and  to  perform  other 
related  work  as  may  be  required. 

Baample: 

Planning,  instructing  and  assisting  in  the  operating 
of  quarry  machinery,  blasting  of  rock,  handling  of  dynamite, 
sawing,  axing,  earring,  polishing  and  joining  of  the  yarious 
kinds  of  atone. 

INSTRUCTOR  IN  TAILORING 

Definition: 

The  duties  of  incumbents  of  ihese  positions  are  to 
instruct  inmates  in  the  tailoring  trade,  in  accordance 
with  prescribed  courses  and  schedules,  and  be  respon- 
sible for  their  conduct  and  progress,  and  to  perform 
other  related  work  as  may  be  required. 

Bwample: 

Planning,  instructing  and  assisting  In  the  making  and 
repairing  of  all  clothing,  including  uniforms  and  suits  for 
summer  and  winter  use,  shirts,  caps,  overalls,  and  similar 
articles. 

INSTRUCTOR  IN  TINSMITHING 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
instruct  inmates  in  the  tinsmithing  trade^  in  accordance 
with  prescribed  courses  and  schedules,  and  be  respon- 
sible for  their  conduct  and  progress^  and  to  perform 
other  related  work  as  may  be  required. 

Ewample: 

Planning,  instructing  and  assisting  in  the  making, 
repairing  and  installing  eavetroughs  and  conductor  pipes, 
repairing  of  tin  roofs  and  gutters,  repairing  of  tin  and 
enameled  ware,  making  of  new  tinware. 

INSTRUCTOR  IN  UPHOLSTERING 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
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instruct  inmates  in  the  general  upholsterj  trade,  in 

accordance  with  prescribed  courses  and  adiedules,  and 

be  responsible  for  their  conduct  and  progress,  and  io 

perf  onn  other  related  work  as  may  be  required. 

Emample: 

Planning,  instructing  and  assisting  in  general  details 
pertaining  to  upholstery  work. 

aVAUFICATIONS  — 

Persona  holding  these  positions  shall  have: 

1.  !N'ot  less  than  two  years  of  eicperienoe  in  work 
pertaining  to  the  trade  covered  in  the  position  to  be 
fiUed. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

OOMFEFSATIOlSr — 

INSTRUCTOR  IN  COOKING 
INSTRITCTOR  IN  DRESSMAKING 
INSTRUCTOR  IN  SEWING 

The  range  of  annual  compensation  of  these  poai- 
tions  in  this  Grade  for  full  time  service  is  from  $420  to 
$540,  inclusive,  with  maintenance,  with  standard  salaiy 
rates  as  follows:     $420,  $480,  $540. 

INSTRUCTOR  IN  BARBERING 

The  range  of  annual  compensation  of  this  position 
in  this  grade  for  full  time  service  is  from  $600  to  $720, 
inclusive,  with  maintenance,  with  standard  salary  rates 
as  follows:    $600,  $660,  $720. 
INSTRUCTOR  IN  BAKING 
INSTRUCTOR  IN  FLORICULTURE 
INSTRUCTOR  IN  LAUNDERING 
INSTRUCTOR  IN  MANUAL  TRAINING 
INSTRUCTOR  IN  SHOEMAKING 
INSTRUCTOR  IN  UPHOLSTERING 

The  range  of  annual  compensation  of  th^se  positioDB 
in  this  Grade  for  full  time  service  is  from  $720  to  $780, 
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inolusiTe^  with  maintenance,  with  standard  aalary  rates 
as  follows:    $720,  780. 
INSTRUCTOR  Df  BLACKSMITHl^' G 
INSTRUCTOR  IN  BOOKBINDING 
INSTRUCTOR  IN  BRICKLAYING     AND     MA- 
SONRY 
INSTRUCTOR  IN  CARPENTRY 
INSTRUCTOR  IN  CLAY  MODELING 
INSTRUCTOR  IN  ELECTRICAL  WORK 
INSTRUCTOR  IN  FOUNDRY  PRACTICE 
INSTRUCTOR  IN  MACHINERY  WORK 
INSTRUCTOR  IN  PAINTING 
INSTRUCTOR  IN  PLUMBING     AND     STEAM- 
FITTING 
INSTRUCTOR  IN  PRINTING 
INSTRUCTOR  IN  STONECUTTING 
INSTRUCTOR  IN  TAILORING 
INSTRUCTOR  IN  TINSMITHING 

The  range  of  annnal  compensation  of  these  positions 
in  this  Grade  for  fall  time  service  is  from  $840  to  $900, 
inclusive,  with  maintenance,  with  standard  salary  rates 
as  follows :    $840,  $900. 

In  State  prisons  and  State  reformatories  where 
instmetors  in  this  Group  are  employed  and  are  assigned 
to  rogolar  guard  duty  in  addition  to  their  regular  duties 
as  an  instructor,  the  title  ''Guard"  shall  he  prefixed 
to  the  title.  In  such  instances  the  standard  rates  for 
gnardi  shall  obtain. 
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OBADE  n  (H  16  n) 

TITLE  OF  POSITIONS  — 

TRADES  SCHOOL  DIRECTOR 
DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
direct,  supervise  and  be  responsible  for  all  the  instruc- 
tion in  handicraft  work  in  an  institution  where  there 
is  a  laige  number  of  instructors  and  where  such  super 
vision  is  necessary,  to  exercise  a  general  supervision 
over  courses  of  instruction,  to  investigate  trade  needs 
of  pupils,  to  assign  inmates  to  appropriate  trades, 
to  keep  prescribed  records  and  perform  such  other  re- 
lated work  as  required. 

aVAIIFICATIO(NS  — 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  three  years  of  service  as  an  In- 
structor in  Grade  I,  or  if  appointed  otherwise  than  by 
promotion  from  Grade  I,  at  least  three  years  of  ex- 
perience in  work  of  Grade  I  character  and  standard. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMFENBATIOlSr  — 

The  range  of  annual  compensation  of  tiiis  grade 
for  full  time  service  is  from  $1560  to  $1800,  indusive, 
with  maintenance,  with  standard  salary  rates  as  follows: 
$1560,  $1680,  $1800. 


INSTBUOTOB  IN  lOLITABY  TRAININO  GROUP 

(H17) 

Inttitutianal  Service 
Definition:  Instructor  in  MiUtary  Trciiwng  Oroup 

The  term  Instructor  in  Military  Training  Group  is  used  to 
identify  those  authorized  employments  of  the  Institutional  Service, 
the  incumbents  of  which  are  required  to  direct,  supervise  and  be 
responsible  for  the  instruction  and  training  of  inmates  in  military 
tactics  and  to  perform  such  other  related  work  as  may  be  required. 
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OBADE  I  (H  17  I)  ImtUutianal  Service 

Inetruoior  in  Militttry  Tramimg  Group 

TITLE  OP  POSITIONS  — 

INSTRUCTOR  IN  MILITARY  TRAINING 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
direct,  supervise  and  be  responsible  for  the  instruction 
of  inmates  in  military  tactics  involving  military  drills, 
parades,  setting  up  exercises,  study  and  practice  of  the 
manual  of  arms  and  other  military  exercises,  the  ap- 
pointment and  promotion  of  inmates  from  the  ranks, 
the  assignment  to  post  duty  and  such  other  related 
work  as  may  be  required  and  to  hear  and  judge  disci- 
plinary cases  where  such  procedure  is  not  otherwise 
provided  for. 

avAUPicATioirs— 

Persona  holding  these  positions  shall  houoe: 

1.  Not  less  than  four  years  of  experience  in  a  State 
militia  or  in  a  military  school,  at  least  one  year  of  which 

shall  have  been  spent  as  a  commissioned  officer. 

2.  Such  additional  qualifications  as  may  be  required 

by  the  State  Civil  Service  Commission. 

COMPENSATIOir  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1080  to  $1440,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  fallows: 
$1080,  $1200,  $1320,  $1440. 


INSTITUTIONAL  LABORATORY  ASSISTANT  GROUP 

(H18) 

In9Hti$tiomU  Service 
DeBmiHon'  Institutional  Laboratoty  ABtiitamt  CHroup 

The  term  Institutional  Laboratory  Assistant  Group  is  used 
to  identify  those  authorized  employments  of  the  Institutional 
Service,  the  incumbents  of  which  are  required  to  assist  in  prepar- 
ing, mounting,  staining  and  examining  bacteriological  and  patho- 
logical specimens;  to  assist  in  compounding  and  dispensing  phar- 
maceutical preparations  and  prescriptions;  to  assist  at  autop- 
sies ;  and  to  perform  such  other  related  work  as  may  be  required. 

565 


666 

OBADE  I  (H  18  I)  InBtitutianal  Service 

Inatitutional  Laboratory  Aasiatamt  Group 

TITLE  OF  POSITIONS  — 

INSTITUTIONAL  LABORATORY  ASSISTANT 
DITTIES  — 

Definition: 

The  duties  of  inciunbents  of  these  positions,  which 
are  performed  under  supervision,  are  to  assist  in  prepar- 
ing, mounting,  staining  and  examining  bacteriological 
and  pathological  specimens;  to  assist  in  compounding 
and  dispensing  pharmaceutical  preparations  and  pre- 
scriptions; to  assist  at  autopsies;  and  to  perform  such 
other  related  work  as  may  be  required. 

Ewamplea: 

ABsisting  in  the  examination  of  blood,  urine,  put  tnd 
sputum. 

Assisting  the  pharmacist  in  preparing  and  iBsning 
drug  supplies  and  suigical  dressings,  in  the  preparaUon  of 
pharmaoopoeial  compounds  and  mixtures. 

Assisting  the  pharmacist  in  fumigating. 

Embedding  pathological  specimens  in  parafine,  cnttiog 
sections,  mounting  them  on  slides  and  staining  them  for 
microscopic  examination. 

Assisting  in  routine  details  at  autopsies. 

Caring  for  and  cleaning  laboratory  apparatus  ssd 
equipment. 

aVAUFICATIOHS  — 

Persons  holding  these  positions  shall  have: 
1.  'Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COMFENSATIOir  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $480  to  $660,  inclusire, 
with  maintenance,  with  standard  salary  rates  as  follows: 
$480,  $540,  $600,  $660. 

SPECIAL    KBOUXATIOH    OOVEBHIHO    THE    MAXIMIW 

BATE'-- 

The  maximum  salaiy  rate,  $660,  shall  be  assigued 
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only  to  positions  the  incumbents  of  which  are  perform- 
ing specialized  laboratory  or  other  technical  work.  Such 
rate  will  be  designated  after  individual  appraisal,  under 
the  rules  of  the  State  Civil  Service  Commission,  indi- 
cating that  the  rate  so  designated  does  not  exceed  the 
value  of  the  work  to  be  performed. 


INSTITUTIONAL  LABORER  GROUP  (H  19) 

IngtUutionai  Bervioe 
T)  £    '±'  Inatitutiondl  Laborer  Oroup 

The  term  Institutional  Laborer  Group  is  used  to  identify 
those  au&orized  employments  of  the  Institutional  Service,  the 
incumbents  of  which  are  required  to  perform,  imder  supervision, 
routine  manual  labor  not  covered  in  any  other  group,  within  a 
State  hospital,  charitable  or  correctional  institution. 
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GRADE  I  (H  19  I)  InBtitutUmal  Bmrvioe 

TITLE  OF  POSITIONS  — 

INSTITUTIONAL  LABORER 
DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
perform,  under  supervision,  routine  manual  work,  not 
covered  in  any  other  Group,  connected  with  the  chtc 
and  maintenance  of  the  farm,  garden,  grounds,  build- 
ings and  equipment  of  a  State  hospital,  charitable  or 
correctional  institution. 

Cleaning  walks,  Bcrubbing  halls,  corridors  and  porchea 

Harvesting  ioe. 

Gutting  sod,  plowing  and  hauling. 

Handling,  feeding  and  caring  for  live  stodc. 

Driving  delivery,  garbage  and  other  wagons. 

Working  on  grounds,  roadways  and  walks. 

Operating  farm  machinery  and  equipment  such  ss  oon 
planter,  drill,  mowing  machine,  rake,  disc  harrow  and 
reaper. 

Assisting  mechanics. 

Milking  cows  and  cleaning  barns. 

Performing  heavy  manual  work  in  kitchens. 

aVAUnCATIOHS  — 

Persons  holding  these  positions  shall  have: 
1.  Such  qualifications  as  may  be  required  by  Ae 
State  Civil  Service  Commission. 

COMFEHSATIOlSr  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $336  to  $432,  inclusive^ 
with  maintenance,  with  standard  salary  rates  as  follows: 
$886  upon  entrance,  $360  at  the  end  of  six  months'  serv- 
ice, $384:  at  the  end  of  twelve  months'  service,  $408  at 
the  end  of  eighteen  months'  service  and  $432  at  the 
end  of  twenty-four  months'  servioa 


LAUNDEREB  GROUP  (H  20) 

Ingtiiittional  Bervice 
Definiium:  Launderer  Group 

The  term  Laiinderer  Group  is  used  to  identify  those  auliior- 
ized  employments  of  the  Institutional  Service,  the*  incumbents  of 
which  are  required  to  sort,  sterilize,  wash,  starch  and  iron  clothing, 
bed,  table  and  other  linen,  to  operate  and  repair  laundry  machin- 
ery, to  make  soft  soap,  starch,  blueing  and  bleach,  to  keep  records 
of  the  output  and  employes'  time,  to  instruct  and  supervise  em- 
ployes, inmates  and  patients  assigned  to  the  laundry,  and  to  per- 
form such  other  related  work  as  may  be  required. 
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OBADE  I  (H  20  I)  ImtUutkmal  Smvki 

Laumdermr  Gwnf 
TITLES  OF  FOSinOlIB— 

LAUNDEREB 

HEAD  LAUNDRESS 
DITTIES— 

DejinUum: 

The  duties  of  incumbents  of  these  positions  are 
to  instruct  and  supervise  employes  and  assigned  patients 
or  inmates  in  the  details  of  laundry  work;  to  operate 
laundry  machinery;  to  sterilize,  clean,  stardi  and  iron 
clothing,  bed,  table  and  other  linen,  and  to  perform  such 
other  related  work  as  may  be  required. 

Eonmplm: 

Operating  mangles,  eztracton,  chain  and  ovm  dricn, 
and  hand  centrifuges. 

Making  soft  eoap,  hlueing,  starch  and  hleaeh. 
Sorting,  counting  and  packing  pieces  of  laundry. 
Making  minor  repairs  to  laundry  machinery. 

airAiiFicATions— 

Persons  holding  these  positions  shall  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COMFEHSATIOir  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $360  to  $420,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follow: 
$360,  $420. 
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OSADE  n  (H  20  n)  hmtUutiomU  8mvio9 

Lmmd0r0r  Group 
TITLE  OF  FOSITIOnS  — 

JUNIOR  LAUNDRY  OVERSEER 
BUnES  — 

DefinUian: 

The  duties  of  incumbents  of  these  positions  are  to 
assist  in  the  general  supervision  or  to  supervise  and  be 
responsible  for  a  unit  of  a  laundry  searvioe  in  an  insti- 
tution of  more  than  800  inmates,  or  to  direct^  supervise 
and  be  responsible  for  the  laundry  serrioe  in  a  State 
institution  of  less  than  800  inmates  where  there  is  a 
central  laundry  plant,  involving  Ihe  instruction  and 
supervision  of  employees  and  patients  or  inmates  asr 
signed  thereto,  and  the  direction  and  performance  of 
such  other  related  work  as  may  be  required. 

Bwamples: 

Taking  charge  of  the  laundry  service  at  the  Training 
School  for  GirU. 

Taking  charge  of  the  washing  and  drying  rooms  in 
the  laundry  service  of  a  State  hospital  for  the  insane. 

aXTAUFICATIOES  — 

Persons  holding  these  positions  shall  hwve: 

1.  The  minimum  qualificatiims  prescribed  for 
Grade  L 

2.  Not  less  than  one  year  of  service  in  Orade  I, 
or  if  appointed  otherwise  than  by  pr(»notion  from 
Grade  I,  at  least  one  year  of  experience  in  work  of 
Grade  I  character  and  standard. 

3.  Such  additional  qualificaticms  as  may  be  re- 
quired by  the  State  Civil  Service  Ooffnmiflnion. 

COMFERBATIOH  — 

The  range  of  anniuil  compeuMtion  of  this  Grade 
for  full  time  service  is  from  $480  to  $600,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows : 
$480,  $540,  $600. 
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GRADE  m  (H  20  III)  InaMuUtmal 

Launderer  Group 

TITLE  OF  POSITIONS  — 

LAUNDRY  OVERSEEE 
DXTTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
direct^  supervise  and  be  responsible  for  the  laundrj 
service  of  a  State  institution  of  more  than  800  patienU 
or  inmates,  involving  the  instruction  and  supervision 
of  employes  and  patients  or  inmates  assigned  thereto, 
and  the  direction  and  performance  of  such  other  related 
woi^  as  may  be  required- 

aVAimCATIOHS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  U. 

2.  Not  less  than  one  year  of  service  in  Grade  II, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  II,  at  least  one  year  of  experience  in  work  of 
Grade  II  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Semce  Commission. 

COMPENSATION  — 

In  institutions  of  more  than  800  inmates  and  not 
more  than  2,000  inmates,  the  range  of  annual  compensa- 
tion of  this  Grade  for  full  time  service  is  from  $720  to 
$780,  inclusive,  with  maintenance,  with  standard  salan' 
rates  as  follows :    $720,  $780. 

In  institutions  of  more  than  2,000  inmates  and  not 
more  than  4,000  inmates  the  range  of  annual  compensa- 
tion of  this  Grade  for  full  time  service  is  from  $780 
to  $840,  inclusive,  with  maintenance,  with  standard 
salary  rates  as  follows:     $780,  $840. 

In  institutions  of  more  than  4,000  inmates  the  range 
of  annual  compensation  of  this  Grade  for  full  time  serv- 
ice is  from  $840  to  $900,  inclusive,  with  maintenance* 
with  standard  salary  rates  as  follows:     $840,  $900. 


LUMBERMAN  GROUP  (H  21) 

Insiiiutional    Service 
Definitian:  Lumberman  Group 

The  term  Lumbermau  (jroup  is  used  to  identify  those  au- 
thorized employments  of  the  institutional  Service  the  duties  of 
the  incumbents  of  which  are  to  cut  trees  and  scale  logs,  operate 
a  sawmill,  supervise  the  measuring  of  lumber,  cut  fire  lines  in 
case  of  forest  fires,  to  plant  trees,  and  perform  sucli  other  related 
work  as  may  be  required. 
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GRADE  I  (H  21  Z)  IntHtuiUmal  BmfUt 

Lumberwiam  Oroup 

TITLE  OF  POSrnOHB— 

LUMBERMAN — FOREMAN 
DUTIES  — 

DefinUian: 

The  duties  of  incumbents  of  these  positions  are 

to  supervise  and  assist  in  the  cutting  of  trees  and  sealing 
of  logs,  the  measuring  of  lumber,  the  operation  of  a 
sawmill,  the  cutting  of  fire  lines  in  case  of  forest  fires, 
the  planting  of  trees  and  to  perform  such  other  related 
work  as  may  be  required. 

QXrAUFICATIOHB  — 

Persons  holding  these  positions  diaU  hwve: 

1.  Not  less  than  two  years  of  experience  in  forestrv 
or  general  lumbering  work. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPEHBATIOH  — 

The  range  of  annual  compensation  of  this  Grade  for 
full  time  service  is  from  $1080  to  $1320,  inclusive,  with 
standard  salary  rates  as  follows :    $1080,  $1200,  $1320. 


INSTITUTIONAL  MACHINIST  GROUP  (H  22) 

InatiiutUmal  Servioe 
Defimiion:  Inrtit^ti^  Mi,chmUt  Orou, 

The  term  Institutional  Machinist  Group  is  used  to  identify 
those  authorized  employments  of  the  Institutional  Service  the 
incumbents  of  which  are  required  to  plan,  supervise,  be  respon- 
sible for  and  assist  in  work  connected  with  the  machinist's  trade, 
and  to  perform  such  other  related  work  as  may  be  required. 
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OBADE  I  (H  2i  I)  InaiituHomU  8ervie$ 

Jn9t%$ui%amal  MaMmtl  Omv 

TITLE  OF  POSITIOHB— 

INSTITUTIONAL  MACHINIST 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are 
to  plan,  supervise,  be  responsible  for  and  assist  in  work 
involved  in  the  making  and  repairing  of  machinerr 
and  other  equipment  where  such  work  is  not  otherwise 
provided  for ;  to  keep  prescribed  records,  prepare  esti- 
mates and  assume  responsibility  for  and  perform  such 
other  related  work  as  may  be  required. 

QXrAUFICATIOire  — 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  three  years  of  experience  in  the 
machinist's  trade. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPEHBATIOir  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $840  to  $960,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows: 
$840,  $900,  $960. 
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GKADE  n  (H  22  n)  InatituUonal  Bervioe 

Inatitutiondl  Maohmi9t  Group 

TITLE  OF  POSmOHS  — 

IjS^stitutioxal  machinist— foreman 

DUTIES  — 

DefinUian: 

The  duties  of  incumbents  of  these  positions  are  to 
plan,  supervise,  be  responsible  for  and  perform  work 
involved  in  the  making  of  beds  and  brass  utensils;  to 
operate  and  repair  mechanical  equipment  and  machin- 
ery such  as  lathes  and  drills,  and  to  assume  responsi- 
bility for  and  perform  such  other  related  work  as  may 
be  required. 

QXrAUFICATIOHB  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPEHBATIOV— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1080  to  $1440,  inclusive, 
with  standard  salary  rates  as  follows:  $1080,  $1200, 
$1820,  $1440. 


INSTITUTIONAL  MARINE  WORKER  OROUP  (H  23) 

IngHiuUonal  Service 
7)  AnifiMt-  Inetitutional  Marine  Worker  Group 

The  term  Institutional  Marine  Worker  Group  is  used  to 
identify  those  authorized  empIoymentB  of  the  Institutional  Service, 
the  incumbents  of  which  are  required  to  have  special  training  in 
the  navigation  of  steam  or  mechanical  propelled  craft  and  to  per- 
form services  pertaining  to  the  operation  of  water  craft  in  con- 
nection with  the  transportation  of  inmates,  employes,  officers  and 
other  officials  and  visitors^  as  well  as  material  and  supplies  to  and 
from  a  State  institution  where  such  transportation  is  needed 
because  of  local  geographical  conditioDS. 
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GRADE  I  (H  28  I)  InfUtutianal  Service 

InatituiioniU  Marine  Worker  (imp 

TITLE  OF  POSITIOHS  — 

ASSISTANT  INSTITUTIONAL  DOCK  MASTER 
DTTTIES  — 

DefinUian: 

The  duties  of  incumbents  of  these  positions  are  to 
assist  the  Dock  Master  during  the  day  or  to  take  charge 
of  the  dock  at  night,  to  receive  freight  and  other  pack- 
ages to  be  sent  by  boat  from  the  dock  to  the  institution 
and  to  keep  a  record  of  same,  to  assist  passengers  in 
getting  on  and  off  the  boat,  to  collect  passes  and  keep 
record  of  same,  to  keep  dock  dean  and  to  perform  anr 
other  related  work  as  may  be  required. 

QVALDIOATIOHB— 

Persons  holding  these  positions  ^lall  have: 

1.  Not  less  than  one  year  of  experience  in  the 
receiving  and  caring  for  stores. 

2.  Such  additional  qualifications  as  may  be  requimi 
by  the  State  Civil  Service  Commission* 

OOMPEHBAnOH— 

The  range  of  annual  compensation  of  this  Onde 
for  full  time  service  is  from  $640  to  $600,  inclusive. 
with  maintenance,  with  standard  salary  rates  as  follow: 
$540,  $600. 
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OKADE  n  (H  28  n)  Institutional  Hervioe 

Institutional  Marine  Worker  Group 

TITLES  OF  POSITIOHS— 

INSTITUTIONAL  DOCK  MASTER 
ASSISTANT  INOTITUTIONAL  MARINE 

ENGINEMAN 
INSTITUTIONAL  MATE 
INSTITUTIONAL  MARINE  FIREMAN 

BTTTIES  — 

INSTITUTIONAL  DOCK  MASTER 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
take  charge  of  the  dock  during  the  day,  to  receive  freight 
and  other  packages  to  be  sent  by  boat  from  the  dock  to 
the  institution  and  to  keep  a  record  of  same,  to  assist 
passengers  in  getting  on  and  off  the  boat,  to  collect 
passes  and  keep  record  of  same,  to  keep  dock  clean  and 
to  perform  any  other  related  work  as  may  be  required. 

INSTITUTIONAL  ASSISTANT  MARINE 

ENGINEMAN 
DefinUion: 

The  duties  of  incumbents  of  these  positions  are  to 
assist  in  the  operation  of  marine  engines,  to  make  neces- 
saiy  repairs  to  the  mMfainery  and  boilers  and  to  perform 
other  related  work  as  may  be  required. 

INSTITUTIONAL  MATE 
DefinUion: 

The  duties  of  incumbents  of  these  positions  are  to 
direct  and  supervise  the  work  of  subordinate  employes, 
to  manipulate  the  steering  wheel  and  signal  apparatus 
when  required  and  to  assist  the  captain  or  pilot  gen- 
erally in  the  management  of  the  boat. 

INSTITUTIONAL  MARINE  FIREMAN 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
maintain  proper  steam  pressure  in  marine  boilers,  to 
regulate  water  feed  and  to  operate  the  engines  of  small 
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craft  which  do  not  come  under  the  regulations  of  the 
Federal  Department  of  Commerce  and  Labor. 

QXrAUFICATIOHS— 

INSTITUTIONAL  DOCK  MASTER 
INSTITUTIONAL  ASSISTANT  MARINE 

ENGINEMAN 
INSTITUTIONAL  MATE 
INSTITUTIONAL  MARINE  FIREMAN 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  one  year  of  experience  in  woA 
covered  in  the  position  to  be  filled. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commiaeion. 

COMPENSATIOH— 

INSTITUTIONAL  DOCK  MASTER 
INSTITUTIONAL  ASSISTANT  MARINE 
ENGINTSMAN 
The  range  of  annual  compensation  of  these  posi- 
tions in  this  Grade  for  full  time  service  is  from  $840  to 
$900,  inclusive,  with  maintenance^  with  standard  salarr 
rates  as  follows :     $840,  $900. 

INSTITUTIONAL  MATE 

The  range  of  anjiual  compensation  of  this  positian 
in  this  Grade  for  full  time  service  is  from  $780  to  $840, 
inclusive,  with  maintenance,  with  standard  salary  rates 
as  follows :     $780,  $840. 

INSTITUTIONAL  MAMNE  FIREMAN 

The  annual  compensation  of  this  portion  in  this 
Grade  for  full  time  service  of  not  less  than  8  hours  per 
day  is  $540,  with  maintenance. 

Note. —  An  additional  compeneation  of  $240  per  annum. wiU  be  granted  to 
Institutional  Marine  Firemen  for  full  time  service  of  not  leas  than  12  boon 
per  day. 
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OSADE  in  (H  28  m)  Institutional  Service 

InstituiiomU  Marine  Worker  Oroup 

TITLES  OF  POSITIONS  — 

INSTITUTIONAL  CAPTAIN 
INSTITUTIONAL  PILOT 
INSTITUTIONAL  MARINE  ENGINEMAN 

DITTIES  — 

INSTITUTIONAL  CAPTAIN 
Definition: 

The  duties  of  iueunibeiits  of  these  positions  are  to 
oammand  or  steer  csraft  used  in  the  transpotrtation.  of 
passengers  or  freight  or  in  construction  work,  and  to 
perform  other  related  duties  as  may  be  required. 

INSTITUTIONAL  PILOT 
DefifdHon: 

The  duties  of  incumbents  of  these  positions  are  to 
steer  craft  used  in  the  transportation  of  passengers  or 
freight,  or  in  construction  work,  and  to  perform  other 
related  duties  as  may  be  required. 

INSTITUTIONAL  MARINE  ENGINEMAN 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
operate  engines  and  assume  responsibility  for  engines 
and  boilers  on  craft  coming  within  the  jurisdiction  of 
the  Federal  Department  of  Commerce  and  Labor. 

QXrALIFICATIOHB  — 

INSTITUTIONAL  CAPTAIN 
INSTITUTIONAL  PILOT 
INSTITUTIONAL  MARINE  ENGINEMAN 
Persons  holding  these  positions  shall  h(we: 

1.  Such  qualifications  as  may  be  required  by  the 
Federal  Department  of  Commerce  and  Labor. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 
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COMPEVSATIOH--^ 

INSTITUTIONAL  CAPTAIN 

The  range  of  azmual  compenaatioa  of  this  position 
in  this  Grade  for  full  time  service  b  from  $1440  to 
$1560,  inclusive,  with  maintenance,  with  standard  salary 
rates  as  follows:    $1440,  $1560. 

INSTITUTIONAL  MARINE  ENGINEMAN 

Where  an  employe  of  this  Grade  has  charge  of  the 
engines  and  boilers  on  a  boat  accommodating  less  than 
five  hundred  people  the  range  of  annual  compensaticm 
of  this  position  in  this  Grade  for  full  time  service  is 
from  $960  to  $1080,  inclusive,  with  maintenance,  with 
standard  salary  rates  85  follows :  $960,  $1020,  $1080. 
Where  an  employe  of  this  Grade  has  charge  of  the 
engines  and  boilers  on  a  boat  accommodating  more  than 
five  hundred  people  the  range  of  annual  compensation 
of  this  poeiticA  in  this  Grade  for  full  time  service  is 
from  $1440  to  $1560^  inclusive^  with  maintenance^  with 
standard  salary  rates  as  follows :    $1440,  $1560. 

INSTITUTIONAL  PILOT 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $1020  to 
$1080,  inclusive,  with  maintenance,  with  standard  salaij 
rates  as  follows:     $1020,  $1080. 


MEATOUTTBR  GROUP  (H  24) 

ImatUuUandl  Bervie^ 

n  J.    ...  Meatcuiter  Chrowp 

Uejimtton: 

The  term  Meatcuiter  Group  is  used  to  identify  those  author- 
ized employments  of  the  Institutional  Service,  the  incumbents  of 
which  are  required  to  assume  responsibility  for  and  assist  in  the 
butchering  of  animals;  to  inspect  or  direct  the  inspection  of  all 
meats  received ;  to  cut  or  direct  the  cutting  of  all  meats  according 
to  requisition,  and  to  perform  such  other  related  work  as  may  be 
required. 
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InatUuHomal 
GBADE  I  (H  24  I)  Meateuitm'  Group 

TITLE  OF  POSITIONS  — 

JUNIOR  MEATCrXTER 

DVTIES— 

Definition: 

The  duties  of  incuinbents  of  these  positions  are 
to  assist  the  meatcutter  in  an  institution  of  more  than 
800  inmates  in  butchering  animals,  in  inspecting  meats 
received,  cutting  meats,  in  keeping  cooling  and  cutting 
rooms  and  equipment  in  sanitary  condition,  in  issuing 
meats  on  requisition  and  in  preparing  prescribed  rec- 
ords and  reports;  or  to  take  charge  of  this  work  in  an 
institution  of  less  than  800  inmates  and  to  perform  such 
other  related  work  as  may  be  required. 

BwampU9: 

Weighing  meats. 
Treating  hides  and  akins. 
Rendering  lard. 

Cutting  steaks,  chops,  roasts,  etc. 
Curing  hams  and  haoon  and  smoking  same. 
Coming  beef,  making  sausage. 
Pickling  meats. 

Storing,  caring  for  and  issuing  butter,  eggs,  cbeeM  and 
ilsh. 

QUAUFIGATIOHB  — 

Persons  holding  these  positions  shaU  have: 

1.  Not  less  than  two  years  of  experience  in  the 
butchering  of  cattle,  sheep,  calves  and  hogs,  and  cutting 
meat  into  steaks,  roasts,  chops  and  stews. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Conmiission. 

COMPENSATIOH  — 

The  range  of  annual  compensation  of  this  Orade 
for  full  time  service  is  from  $480  to  $600,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows: 
$480,  $540,  $600. 
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ImtHtutiomai  Bmnrict 
GRADE  n  (H  24  n)  Ueatcuttm^  Oroup 

TITLE  OF  POSITIONS  — 

MEATCUTTER 

BVTIES— 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
direct,  supervise,  be  responsible  for  and  assist  in  butcher- 
ing animals;  in  inspecting  meats  received;  in  cutting 
meats ;  in  issuing  meats  on  requisition,  in  keeping  cool- 
ing and  cutting  rooms  and  equipment  in  sanitary  con- 
dition and  in  preparing  prescribed  records  and  reports, 
and  to  assume  responsibility  for  and  assist  in  such  other 
related  work  as  may  be  required. 

QVAUFICATIOHS— 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  zr^ 
Grade  I. 

2.  Not  less  than  two  years  of  service  in  Grade  I. 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  I,  at  least  two  years  of  experience  in  work  of 
Grade  I  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMFENSATIOH  — 

In  institutions  of  more  than  800  inmates  and  not 
more  than  2000  inmates  the  range  of  annual  compensa- 
tion of  this  Grade  for  full  time  service  is  from  $720  to 
$780,  inclusive,  with  maintenance,  with  standard  salary 
rates  as  follows :    $720-$780. 

In  institutions  of  more  than  2000  inmates  the  range 
of  annual  compensation  of  this  Grade  for  full  time 
service  is  from  $780  to  $840,  inclusive,  with  mainte- 
nance, with  standard  salary  rates  as  follows:  $780- 
$840. 


mSOELLANEOUS  INSTITUTIONAL  WORKER 

GROUP  (H  26) 

JnutUuHomtU  Bervioe 
DeHtlitimk'  MiioeUametnu  In$Uiutiomal  Wcrk^r  Qrwip 

The  term  Miscellaneaus  Institutional  Worker  Group  is  used 
to  identify  those  authorized  employments  of  the  Institutional 
Servioe,  the  incumbents  of  which  are  required  to  plan,  supervise, 
be  responsible  for  and  perform  work  not  covered  m  any  other 
Group  of  the  Institutional  Service. 
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Intiituiumal  Service 
OSADE  I  (H  25  I)  Mieoellcmeaue  IneHtuiional  Wawker  Orrap 

TITLES  OF  POSITIONS— 

INSTITUTIONAL  WATCHMAN 

BARBER 

COFFEE  ROASTER 

DUTIES  — 

Definition: 

INSTITUTIONAL  WATCHMAN 

The  dutieB  of  incuinbentB  of  these  positions  are  to 
exercise  vigilance  in  protecting  from  theft^  injury  or 
danger,  property  and  equipment  controlled,  used  by  or 
in  the  custody  of  a  State  hospital,  charitable  or  cor 
rectional  iujstitution ;  and,  when  required,  to  goard 
against  the  escape  of  patients  or  inmates  of  such  in- 
stitutions. 

BARBER 

The  duties  of  incumbents  of  these  positions  are  to 
cut  the  hair  of  and  shave  patients  or  inmates  as  di- 
rected ;  to  supervise  and  instruct  inmates  and  attendants 
in  shaving  and  haircti'tting,  and  to  perform  such  other 
related  work  as  may  be  required. 

COFFEE  ROASTER 

The  duties  of  incumbents  of  these  positions  are  to 
roast  coffee,  grind  spices  and  to  perform  sudi  other 
related  work  as  may  be  required. 

QirAIIFICATIOHS  — 

Persons  holding  these  positions  shall  ha/ve: 

1.  Not  less  than  two  years  of  experience  in  work 
covered  in  the  position  to  be  filled. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 
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coxPEirsATioir— 

INSTITUTIONAL  WATCHMAN 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $540  to  $600, 
inclusive,  with  maintenance,  with  standard  salary  rates 
as  foUows:    $540,  $600. 

BAEBER 

COFFEE  ROASTER 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $540  to  $660, 
inclusive,  with  maintenance,  with  standard  salary  rates 
as  follows :    $540,  $600,  $660. 


MUSICIAN  OSOUP  (H  26) 

InMHhUumal  Serviee 

DefinUion:  ^'"^  ®~^ 

The  term  Musician  Group  is  used  to  identify  those  author- 
ized employments  of  the  Institutional  Service^  the  incumbents 
of  which  are  required  to  play  and  instruct  in  the  playing  of  band 
and  orchestra  instruments,  and  to  direct  and  give  band  aiid 
orchestra  concerts  as  directed. 
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OEADBI(H26I)  Mu^Urim.  Gr^m, 

TITLE  OF  POSITIONS  — 

MUSICIAN 
DUTIES  — 

DefinUion: 

The  duties  of  incumbents  of  these  positions  are  to 
play  a  prescribed  musical  instrument  at  band  or  o^ 
chestra  concerts,  and  on  other  similar  occasions,  and  to 
attend  rehearsals  as  required. 

Ewample: 

Playing  an  instrument  in  an  institutional  band. 

QXrALHICATIONS  — 

Peraons  holding  these  positions  shall  have: 

1.  Such  qualifications  as  may  be  required  by  tlie 
State  Civil  Service  Commission. 

COHPEHSATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $300  to  $600,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows: 
$300,  $360,  $420,  $480,  $540,  $600. 

SPECIAL  SEOITLATIOH  00 VEBNIHO  SALABT  KATES  - 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Coior 
mission,  indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 

In  institutions  where  a  military  organization  is 
a  fundamental  part  of  the  institutional  life  or  in  other 
institutions  where  full  time  service  of  musicians  is 
required,  there  shall  not  be  more  than  one  musician  of 
this  Grade  at  the  $600  rate,  nor  more  than  one  at  the 
$540  rate,  nor  more  than  one  at  the  $480  rate,  nor  more 
than  one  at  the  $420  rate,  nor  more  than  five  at  the 
$360  rate. 
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InttiiutiomtA  Service 
GRADE  n  (H  26  H)  Mtmoian  Group 

TITLE  OF  POSITIOBB— 

BAND  MASTER 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
direct  the  band  and  orchestra  in  an  institution  where  a 
military  organization  is  a  fundamental  part  of  the  in- 
stitutional life,  to  give  individual  and  general  instruc- 
tion in  the  playing  of  band  and  orchestral  instruments, 
to  lead  a  band  or  orchestra  at  rehearsals,  r^ular  con- 
certs or  on  other  occasions,  and  to  perform  such  other 
related  work  as  may  be  required. 

QITAimCATIOHS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Orade  I. 

2.  •Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COXPENSATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $780  to  $900,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows : 
$780,  $840,  $900. 


mSTrrUTIONAL   photographer  group    (H  27) 

D€iimiHotk'  IngtihiMfomoi  Photographer  Group 

The  term  Institutional  Photographer  Oronp  is  used  to 
identify  those  authorized  employments  of  the  Institutional  Serv- 
ice, the  incumbentg  of  which  are  required  to  take,  print  and  mount 
photographs^  to  measure  inmates  in  accordance  with  the  Bertillon 
system,  to  take  finger  prints  and  to  perform  such  other  photo- 
graphic and  related  work  as  may  he  required. 
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IngiUuiumal  Berviee 
OBADE  I  (H  27  I)  Imtituiumal  Pkotographet  Or^up 

TITLE  OF  POSITIONS— 

INSTITUTIONAL  PHOTOGRAPHER 
DITTIES  — 

Definiiian: 

The  duties  of  incumbents  of  these  positions  are  to 
take,  print^  mount^  file  and  record  photogra]^  of 
patients  and  inmates;  to  photograph  gross  and  micro- 
scopic specimens  of  the  brain  and  spinal  cord ;  to  pre- 
pare lantern  slides;  to  project  specimens  at  lectures  or 
demonstrations  and  to  perform  other  related  {Aoto- 
graphic  work  as  may  be  required. 

Bwamplea: 

PliotQgraphiiig  diaracteristie  iaoes  for  patiiolQgieal 
study. 

Assisting  in  preparing  anaAomieal  specimens  inYohing 
cutting,  stainiagy  etc»  for  lantern  slides. 

Compounding  formulae  required  in  various  ftagei  of 
photography. 

Taking  views  of  buildings,  grounds,  reereatkm  mom, 
etc 

QTrALmCATIOBB  — 

Persons  holding  these  positions  shall  have: 

1.  ^NTot  less  than  two  years  of  experience  in  the 
taking,  developing,  printing,  filing  and  recording  of 
photographs. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Conmiission. 

COXPEHSATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $540  to  $600,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  fol- 
lows:   $540,  $600. 
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^  In§tUuii<mal  Service 

SSADE  n  (H  27  n)  ItteUiuiumal  PhotograpKer  Group 

TITLE  OP  POSITIONS— 

BERTILLON  PHOTOGRAPHER 
DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
take,  print  and  mount  photographs  of  inmates  in  prisons 
and  reformatories  upon  admission  and  upon  parole;  to 
measure  inmates  in  accordance  with  the  Bertillon  sys- 
tem, to  take  finger  prints;  to  record,  classify  and  file 
combined  photograph,  Bertillon  and  finger  print  cards; 
to  do  incidental  guard  duty,  and  to  perform  such  other 
related  work  as  may  be  required. 

QITALIPICATIONS- 

Persons  holding  these  positions  shall  ha/ve: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  two  years  of  experience  in  the 
practice  of  the  Bertillon  and  finger  print  systems. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPEHSATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1200  to  $1560,  inclusive, 
with  standard  salary  rates  as  follows:  $1200,  $1320, 
$1440,  $1560. 


mSTRUOTOR  IN  PHTSIOAL  OULTUBE  GROUP 

(H  28) 

In$iitu$ianal  Service 
Definition:  Ittetruotor  m  PhyHeaX  OuUure  Group 

The  term  Instructor  in  Physical  Culture  Group  is  used  to 
identify  those  authorized  employments  of  the  Institutional  Service, 
the  incumbents  of  which  are  required  to  direct^  supervise  and  be 
responsible  for  the  instruction  of  inmates  in  physical  culture  and 
to  perform  such  other  related  work  as  may  be  required. 
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GiRADE  I  (H  28  I)  Imtitutumal  Bervio^ 

Inttruotor  m  Phymoal  CuUun  Onuf 
TITLE  OP  POSITIONS  — 

INSTRUCTOR  IN  PHYSICAL  CULTURE 
DITTIES — 

■ 

Definition:  1 

The  duties  of  incumbents  of  these  positions  aie  to 
direct,  supervise  and  be  responsible  for  the  r^ular  and 
systematic  training  and  instruction  of  inmates  in  physi- 
cal culture,  involving  the  supervision  of  athletic  con- 
tests, outdoor  games,  gymnastics,  calisthenics,  athletic 
drills  and  dancing,  and  to  perform  such  other  related 
work  as  may  be  required.  f 

I 

■ 

QXrAIIPICATIOlSrS  — 

Persons  holding  these  positions  shaU  have: 

1.  A  certificate  granted  on  completion  of  a  stand- 
ard course  of  instruction  in  a  school  of  physical  ooltore 
of  recognized  standing. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COXPEirSATIOK  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $660  to  $900,  induaive, 
with  maintenance,  with  standard  salary  rates  as  follows: 
$660,  $720,  $780,  $840,  $900. 


INSTITUTIONAL  PLUMBER  AND  STEAMFITTEB 

GROUP  (H  29) 

Inaiiiuiumdl  Bervioe 
ri  £    U'      .  InaHiuiUmal  Plumber  and  Sieamfiiier  Chrouf. 

The  term  Institutional  Plumber  and  Steamfitter  Group  is 
used  to  identify  those  authorized  employments  of  the  Institutional 
Service,  the  incumbents  of  which  are  required  to  perform  work  per- 
taining to  the  plumbing  and  steamfitting  trades  and  such  other 
related  work  as  may  be  required. 
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Institutional  Servioe 
ORADE  I  (H  29  I)  Insiituti4m(U  Plumber  and  Steamfitter  QfWf 

TITLE  OF  POSITIOHS  — 

INSTITUTIONAL    PLUMBERS    AND    STEAM- 
FITTERS  HELPER 

DVTIEB  — 

Definttian: 

The  duties  of  incumbents  of  these  positions  are  to 
assist  plumbers  and  steamfitters  in  all  branches  of  their 
trades,  to  make  minor  repairs  to  plumbing  and  heating 
apparatus,  steam,  water  and  sewer  lines,  and  to  perform 
such  other  related  work  as  may  be  required. 

Bmamfles: 

Cleaning  sinks,  drains,  sewers,  etc. 
Assisting  in  ibe  repairing  of  steam  Irons,  Itn  boM, 
faucets,  ranges,  and  steam  cooking  derioes. 


aVALIFICATIONS  — 

Persons  holding  these  positions  shall  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COMP£HSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $360  to  $480,  indusiTS^ 
with  maintenance,  with  standard  salary  rates  as  follows: 
$360,  $420,  $480. 
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hmHtmiimmi  Service 
COtADS  n  (H  29  n)  ImMuUmml  Phimher  end  Bteemfi$ter  €Hw»p 

TITLE  OF  POSITIONS— 

ASSISTANT  INSTITUTIONAL  PLUMBER  AND 
STEAMFITTER 

DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
assist  the  plumber  and  steamfitter  in  installing  and 
repairing  plumbing  and  steamfitting  appliances,  to  make 
repairs  and  to  perform  such  other  related  work  as  may 
be  required. 

aXTAIIFICATIOHS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  L 

9.  Not  less  than  one  jear  of  service  in  Orade  I, 
or  if  appointed  otherwise  than  by  promotion  from  Orade 
I,  at  least  two  years  of  experience  in  the  plumbing  or 
steamfitting  trade. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMnHSATIOV  — 

The  range  of  annual  compensation  of  this  Orade 
for  full  time  service  is  from  $540  to  $600,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows: 
$540,  $600. 
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Intiitutiomal  Servioe 
GRADE  in  (H  29  m)  InaiitutUmal  Plumber  fmd  BteamfUter  Omf 

TITLES  OF  POSITIONS  — 

INSTITUTIONAL  PLUMBER 
INSTITUTIONAL  STEAMFITTER 

DITTIES  — 

INSTITUTIONAL  PLUMBER 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
involve  supervision  of  employes  in  Grades  I  and  II  and 
inmates  or  patients,  are  to  install,  repair  and  alter 
plumbing,  fixtures  and  equipment,  to  clean,  repair  and 
keep  in  sanitary  condition  soil,  waste  and  sewer  lines 
and  water  mains,  to  assist  in  steamfitting  work  when 
required,  and  to  perform  such  other  related  work  as 
may  be  required. 

Ewamplet: 

Clearing  stoppagea  in  toilets,  aewera,.  drains,  etc. 
Packing  and  repairing  faucets,  yalves,  etc. 
Installing  and   repairing  hoppers,  flush  tanks,  sinkf, 
showers,  etc. 

INSTITUTIONAL  STEAMFITTER 

The  duties  of  incumbents  of  these  positions,  which 
involve  supervision  of  employes  in  Grades  I  and  II  and 
inmates  or  patients,  are  to  install,  alter  and  repair  steam 
lines,  radiators,  steam  valves,  etc.,  and  to  perform  such 
other  related  work  as  may  be  required. 
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aVAIIFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  The  miBimum  qualifications  prescribed  for 
Grade  U. 

2.  Not  less  than  two  years  of  service  in  Orade  11^  or 
if  appointed  otherwise  than  by  promotion,  at  least  two 
years  of  experience  in  work  of  Grade  II  character  and 
standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $900  to  $960,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows : 
$900,  $960. 
20 


INSTITUTIONAL  PRINTER  AND  BOOKBINDER 

GROUP  (H  30) 

JnsHiuiional  Bervioe 
DeHnition'  Institutional  Printer  and  Bookbinder  Group 

The  term  Institutional  Printer  and  Bookbinder  Group  is 
used  to  identify  those  authorized  employments  of  the  Institu- 
tional Service^  the  incumbents  of  which  are  required  to  plan, 
supervise,  be  responsible  for  and  to  perform  work  involved  in  the 
operation  of  a  printing  and  bookbinding  shop. 
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InttituUonol  Service 
OBADE  I  (H  30  I)  InttiUUional  Printer  and  Bookbinder  Orotr 

TITLES  OF  POSITIONS  — 

PRESS  FEEDER 
BINDER'S  HELPER 

sirnEs— 

Depnitions 

The  duties  of  the  incumbents  of  these  positions 
are  to  assist  in  the  work  pertaining  to  the  printing  and 
bookbinding  trade  and  to  perform  such  other  related 
work  as  may  be  required. 

Eaamplea: 

Making  ready  on  job  presses. 
Feeding  cylinder  and  job  presses. 
Stamping  book  covers. 
Folding  sheets  and  gathering  same. 

Q1TAIIFICATI0HS  — 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  one  year  of  experience  in  the  work 
covered  in  the  position  to  be  filled. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  St«te  Civil  Service  Commission. 

COMPENHATIOH— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $300  to  $372,  inclusiTe, 
with  maintenance,  with  standard  salary  rates  as  follows: 
$300  upon  entrance,  $324  at  end  of  six  months'  serr- 
ice,  $348  at  end  of  twelve  months'  service,  $372  at  end 
of  eighteen  months'  servica 
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Ii%8Hiuiional  Service 
GBADB  n  (H  30  n)  Inttitutional  Printer  and  Bookbinder  Group 

TITLES  OF  POSITIONS  — 

INSTITUTIONAL  PRINTER 

BOOKBINDER 

RULER 

COMPOSITOR 

DUTIES  — 

INSTITUTIONAL  PRINTER 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
perform,  under  supervision,  work  pertaining  to  the 
printing  trade,  and  such  other  related  work  as  may  be 
required. 

EmampUe: 

Setting  and  distributing  type. 
Ck)rreSing  gaUeys;  making  up  pages. 
Acting  as  pressman. 

BOOKBINDER 

Defmitum: 

The  duties  of  incumbents  of  these  positions  are  to 
bind  and  finish  books  and  to  perform,  under  direction, 
other  work  relating  to  the  bookbinding  trade. 

RULER 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
cut  and  rule  paper  and  to  perform  such  other  related 
work  as  may  be  required. 

COMPOSITOR 

Definition: 

The  duties  of  incimibents  of  these  positions  are  to 
set  and  distribute  type  and  to  perform  such  other  related 
work  as  may  be  required  of  a  compositor. 
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aXTAUFICATIOHB— 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  two  years  of  ezperienoe  in  woik     | 
covered  in  the  position  to  be  filled.  | 

2.  Such  additional  qualificatumsasmajbeieqmnd     ; 

by  the  State  Civil  Service  Commission.  \ 

■ 

COXPEHSATION  — 

The  annual  compensation  of  this  Grade  iof  M 
time  service  is  $780,  with  maintenanca 
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OKADS  in  (a  80  m)  Institutional  Printer  and  BookUnder  Group 

TITLE  OF  POSmOHB — 

INSTITUTIONAL  PRINTER  —  FOREMAN 
DUTIES  — 

Definiiion: 

The  duties  of  incumbents  of  these  positions  are  to 
plan,  supervise^  be  responsible  for  and  assist  in  the 
institutional  printing  and  bookbinding  industries,  the 
products  of  which  are  made  primarily  for  other  than 
local  use,  to  keep  a  record  of  output,  prepare  prices  on 
work,  prepare  estimates,  and  assume  responsibility  for 
and  assist  in  such  other  related  work  as  may  be 
required. 

QUAIIFICATIOHB— 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Oradel. 

2.  Not  less  than  two  years  of  service  in  Orade  II 
as  an  institutional  printer  or  compositor,  or  if  appointed 
otherwise  than  by  promotion  from  Grade  II,  ait  least 
two  years  of  experience  in  work  of  Grade  II  character 
and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COXFEirSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1080  to  $1320,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows : 
$1080,  $1200,  $1320. 


INSTITUTIONAL  SEAMSTRESS  GROUP  (H  31) 

Inaiitutional  Berviee 
Definition:  Inatitutionai  8eamaire98  Oroup 

The  term  Institutional  Seamstress  Group  is  used  to  identify 
those  authorized  employments  of  the  Institutional  Service,  the 
incumbents  of  which  are  required  to  supervise  and  assist  in  thei 
making,  mending,  marking,  inspecting,  issuing  and  checking 
wearing  apparel  and  linen  supplies  used  in  an  institution,  where 
such  work  is  not  otherwise  provided  for,  and  to  perform  such  other 
related  work  as  may  be  required. 
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#ii»  Anv  T  /w  Qi  T\  ImtUviianal  8ervie$ 

QMAJJB  I  (H  31 1)  Inatiiuiumal  Seamttreu  Grouf 

TITLE  OF  POSITIONS— 

INSTITUTIONAL  SEAMSTRESS 

DITTIES  — 

DefinUion: 

The  duties  of  incumbente  of  these  positions  are  to 
operate  darning,  knitting  and  buttonhole  machine^  to 
do  plain  and  fancy  sewing  by  hand  or  by  machine,  and 
to  supervise,  instruct  and  assist  patients  or  inmates  in 
the  performance  of  such  work. 

EwampUt: 

Making  and  repairing  simple  dreeaesy  gowni,  ifairt- 
waists,  underwear,  nightgowns,  pillow  and  mattreas  tieU 
bed  and  table  linen. 

QirAIIFICATIONS  — 

Persons  holding  these  positions  shall  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission, 

COHPENSATION  — 

The  range  of  annual  compensation  of  this  Onde 
for  full  time  service  is  from  $360  to  $420,  induaive^ 
with  maintenance,  with  standard  salary  rates  as  follows: 
$360,  $420. 
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OSADB  n  (H  31  n)  Inttituiumdl  8e€m9tr€8t  Group 

TITLE  OF  POSITIONS  — 

CLOTHING  CARETAKER 

BUTIES  — 

The  duties  of  incambemts  of  these  positioiis  are  to 
check  and  record  all  clothing  and  linen  supplies  received 
directly  or  upon  requisition;  to  issue  the  same  upon 
requisition  to  the  tailor  shop  and  sewing-room;  to 
inspect,  county  list  and  mark  finished  articles;  to 
record  and  issue  same  upon  requisition  to  the  wards 
and  departments;  to  prepare  quarterly  or  other  esti- 
mates for  clothing  and  linen  supplies  needed;  to  keep 
daily  time  and  work  records  of  employees  assigned 
to  the  sewing-room;  to  mark  and  check  private  clothing 
and  property;  to  open  packages  sent  to  patients  and  to 
record  and  distribute  same;  to  assist  in  the  cutting, 
sewing  and  mending  when  required;  and  to  perform 
such  other  work  as  may  be  necessary  to  keep  an  accurate 
check  upon  all  clothing  supplies,  wearing  apparel  and 
linen  bought  or  manufactured  for  patients  and  used  in 
a  State  institution. 

QTTALEFICATIONS  — 

Persons  holding  these  positions  shall  hcuve: 

1.  The  minimum  qualifications  prescribed  for 
Grade  L 

2.  Not  less  than  one  year  of  service  in  Ghrade  I,  or 
if  appointed  otherwise  than  by  promotion  from  Grade  I, 
at  least  one  year  of  experience  in  work  of  Grade  I 
character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COXPEHBATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $480  to  $600,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows  : 
$480,  $540,  $600. 


SHOEMAKER  OROUP  (H  32) 

Ifutituiumal  Service 

DefinUian:  "  «f*^«»«*^  ^^^P 

The  term  Shoemaker  Group  is  used  to  identify  those  author- 
ized employments  of  the  Institutional  Service,  the  incumbents  of 
which  are  required  to  select  stock  for  the  manufacture  of  shoes 
and  slippers,  to  plan,  supervise,  be  responsible  for  and  assist  in 
the  making  of  shoes  and  slippers,  prepare  estimates  and  specifi- 
cations for  supplies,  the  operating  and  repairing  of  machinery, 
and  to  perform  such  other  related  work  as  may  be  required. 
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fmKhrtfemt  Btniii 
GRADE  I  (H  32  I)  ShomMkm-  Snt, 

TITLE  OF  POSmOHS— 

t 

ASSISTANT  SHOEMAKER 
DUTIES  — 

DefimJtion: 

The  duties  of  incumbents  of  these  positions  are  to 
assist  in  the  making  of  shoes^  slippers  and  similar 
articles,  to  repair  same  and  to  perform  such  other  re- 
lated work  as  may  be  required. 

aiTAIIIICATIONS  — 

Persons  holding  these  posUions  shall  have: 

1.  Not  less  than  two  years  of  experience  in  the  nuk- 
ing and  repairing  of  shoes,  slippers  and  similar  articles. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COUFENSATION  — 

The  range  of  annual  compensation  of  this  Oisde 
for  full  time  service  is  from  $540  to  $600,  inclusive 
with  maintenance,  with  standard  salary  rates  as  fid- 
lows:    $540,  $600. 
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InatUutUmal  8ervio€ 
OBADE  n  (H  32  n)  Shoemoker  Group 

TITLE  OF  POSinOHS— 

SHOEMAKER 
DUTIES  — 

DefinUum: 

The  duties  of  incumbents  of  these  positions  are  to 
take  charge  of  a  shoeshop,  the  products  of  which  are  for 
local  institutional  use,  to  plan,  supervise,  be  responsible 
for  and  assist  in  work  involved  in  the  making  and  re- 
pairing of  shoes,  slippers  and  similar  articles,  to  select 
and  inspect  stock,  to  cut  uppers  and  other  parts,  to 
repair  machinery,  to  keep  records,  to  prepare  estimates 
for  supplies,  and  assume  responsibility  for  such  other 
related  work  as  may  be  required. 

QVAUFICATIONS  — 

Persons  holding  these  positions  shall  ha/ve: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  !N'ot  less  than  two  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  I,  at  least  two  years  of  experience  in  work  of 
Grade  I  character  and  standard. 

f*  3.  Such  additional  qualifications  as  may  be  re- 

quired by  the  State  Civil  Service  Commission. 

COKPSHSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $660  to  $780,  inclusive, 
with  maintenance^  with  standard  salary  rates  as  follows : 
$660,  $720,  $780. 
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Imtituiional  Service 
GBADE  m  (H  S2  m)  Shoemaker  Oroup 

TITLE  OF  POSITIONS — 

SHOEMAKER — FOREMAX 
DITTIES  — 

The  duties  of  incumbentB  of  these  positions  are  to 
take  charge  of  a  shoeshop,  the  products  of  which  are 
made  primarily  for  other  than  local  use,  to  plan,  6upe^ 
vise,  be  responsible  for  and,  when  necessary,  to  assist  in 
the  making  and  repairing  of  shoes,  slippers  and  similar 
articles,  to  select  and  inspect  stock,  to  cut  uppers  and 
other  parts,  to  repair  machinery,  to  prepare  estimates 
and  specifications  for  supplies,  to  keep  records,  and.  to 
assume  responsibility  for  andt  assist  in  sueh  other  related 
work  as  may  be  required. 

QITAIIFICATIOBB  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  quaUfications  prescribed  for 
Grade  11. 

2.  Not  less  than  two  years  of  service  in  Grade  II, 
or  if  appointed  otherwise  than  by  promotion  from 
Grade  II,  at  least  two  years  of  experience  in  work  of 
Grade  II  character  and  standard. 

3.  Sudi  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COfiPEHSATIOH  — 

The  range  of  annual  compensation  of  this  Grade, 
for  full  time  service  is  from  $10?0  to  $1320,  indosiTe, 
^diih  standard  salary  rates  as  follows:  tlOSO,  $1200, 
$1820 


SOAP  MAKER  GROUP  (H  33) 

InttitutUmal  Service 

Definition:  *^"*P  ^^^  ^^^ 

The  term  Soap  Maker  Group  is  used  to  identify  those  author- 
ized employments  of  the  Institutional  Service,  the  incumbents 
of  which  are  required  to  plan,  supervise,  be  responsible  for,  and 
assist  in  the  making  of  soap,  and  to  perform  such  other  related 
work  as  may  be  required. 
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aSADBI(H88I)  bTI^'SS^S^ 

TITLR  OF  P08ITI0HS— 

SOAP  MAKER 
DUTIES  — 

DefifUiian: 

The  duties  of  inciimbeuts  of  these  positions  are 
to  assist  in  the  making  of  soap  and  to  perfonn  sudi 
other  related  duties  as  may  be  required. 

QXTALOICATIOBB  — 

Persons  holding  these  positions  shaU  have: 

1.  'Not  less  than  two  years  of  experienoe  in  the 
making  of  soap. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COKPSHSATION  — 

The  range  of  annual  compensation  of  this  Onde 
for  full  time  service  is  from  $540  to  $600,  inclnsiye^ 
with  maintenance,  with  standard  salary  rates  as  follaws: 
$540,  $600. 
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ORADXn(H88n)  Boap  Maker  Qn^ 

Toi^  OF  posmoir— 

SOAPMAXER— FOREMAN  .       .  .  * 

BVTXES— 

DeffniUon: 

The  duties  of  the  incumbent  of  this  position  are 
to  take  charge  of  an  institutional  soap-making  plant, 
the  products  of  which  are  made  primarily  for  other  than 
local  use,  to  plan^  supervise,  be  responsible  for  and 
assist  in  the  making  of  soap,  involving  boiling,  crutch- 
ing,  pressing  and  boxing  soap,  making  chemical  tests 
of  oils,  fats  and  alkalies^  testing  and  treating  spent  lye 
and  evaporating  same  for  recovery  of  crude  glycerine, 
to  keep  records,  prepare  estimates  for  supplies,  and  to 
perform  such  other  related  work  as  may  be  required. 

EwompU: 

Aotinc  as  foreman  soapmaker,  Rochester  State  Hot- 
pitaL 

aVAUFICATIOHS  — 

The  person  holding  this  position  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Net  less  than  two  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from  Grade 
I,  at  least  two  years  of  experience  in  work  of  Grade  I 
character  and  standard. 

4.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMFSmAXIOH  — 

The  range  of  annual  compensation  of  this  Ghrade 
V^         ^'^  '^  ^^'i^  service  is  from  $1080  to  $1200|  indusivei 
idtii  standard  salary  rates  as  follows  i    $1080,  $1140, 
$1800* 


STEWARD  GROUP  (H  34) 

Ifutitutional  Service 

Definition:  ^'^^  ^^^ 

The  term  Steward  Group  is  used  to  identify  those  authorized 
employments  of  the  Institutional  Service,  the  incumbents  of  which 
are  required  to  direct,  supervise  and  perform  for  the  superin- 
tendent those  duties  involved  in  the  non-professional  business 
management  of  an  institution. 
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GBADE  I  (H  34  I)  auwvd  Or^p 

TITLES  OF  POSITIOHB— 

JUNIOR  STEWARD 
ASSISTANT  STEWARD 
DUTIES—  ^  , 

JUNIOR  STEWARD 

DefirUtion: 

The  duties  of  incumbentB  of  these  positions  are  to 
perform,  under  the  direction  of  the  superintendent,  thow 
assigned  functions  pertaining  to  the  maintenanoe  and 
non-professional  business  management  of  a  diaiitable 
institution  not  covered  in  any  other  Groups  invdivisg 
complete  or  limited  supervision  over  such  activities. 

ASSISTANT  STEWARD 

,* 

Definiiion: 

The  duties  of  incumbents  of  these  positions  are  to 
supervise,  under  the  direction  of  the  steward,  the  routiBe 
work  of  the  steward's  office  and  its  divisions  in  a  State 
hospital  of  more  than  4000  inmates,  to  secure  oom- 
petitive  prices  on  items  not  covered  in  contracts  and 
place  orders  for  same^  to  audit  vouchers  and  paTTolk^ 
to  assist  in  preparing  maintenanoe  estimates  and  other 
financial  statements,  in  approving  requisitions^  and  to 
assume  the  duties  and  responsibilities  of  the  steward 
in  his  absence. 

axrALOICATIOHS  — 

Persons  holding  these  positions  diall  ha/oe: 

1.  Not  less  than  three  years  of  service  as  a  book- 
keeper in  charge  of  the  accounts  of  a  State  institution; 
or 

2.  Not  less  ihan  three  years  of  service  as  an  insti- 
tutional storekeeper  in  work  of  Grade  I  of  the  Store- 
keeper Group  of  the  Institutional  Service  standard  and 
character;  or 
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3.  'Not  lees  than  three  years  of  experience  in  work 
recognized  by  the  State  Civil  Service  Commission  as 
the  equivalent  of  either  of  the  above  qualifications. 

4.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COKPEHBATIOH  — 

JUNIOR  STEWARD 

In  institutions  of  not  more  than  300  inmates  the 
range  of  annual  compensation  of  this  position  in  this 
Grade  for  full  time  service  is  from  $900  to  $1200,  inclu- 
sive, with  maintenance,  with  standard  salary  rates  as 
follows:    $900,  $960,  $1020,  $1080,  $1200. 

In  institutions  of  more  than  300  inmates  and  not 
more  than  400  inmates  the  range  of  annual  compensation 
of  this  position  in  tiiis  Orade  for  full  time  service  is 
from  $1200  to  $1320,  inclusive,  with  maintenance,  with 
standard  salary  rates  as  follows:    $1200,  $1320. 

In  institutions  of  more  than  400  inmates  and  not 
more  than  800  inmates,  the  range  of  annual  compensa- 
tion of  this  position  in  this  Orade  for  full  time  service 
is  from  $1320  to  $1440,  inclusive,  with  maintenance, 
with  standard  salary  rates  as  follows :    $1320,  $1440. 

In  institutions  of  more  tiiAn  800  inmates  and  not 
more  than  1500  inmates,  the  range  of  annual  compensa- 
tion of  this  Orade  for  full  time  service  is  from  $1440 
to  $1560,  inclusive,  with  maintenance,  with  standard 
salary  rates  as  follows:     $1440,  $1560. 

ASSISTANT  STEWARD 

The  range  of  aimual  compensation  of  this  position 
in  this  Orade  for  full  time  service  is  from  $1200  to 
$1560,  inclusive,  with  maintenance,  with  standard  salary 
rates  as  follows:    $1200,  $1320,  $1440,  $1560. 


682 

OBADE  n  (H  34  n)  JnstititHimal  Service 

8tet€ard  Qroup 

TITLE  OF  POSITIONS — 

STEWARD 
DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
perform,  under  the  direction  of  the  superintendent,  those 
functions  pertaining  to  the  non-professional  business 
management  of  a  State  hospital  or  other  institution  of 
not  less  than  1500  inmates,  involving  supervision  of 
all  maintenance,  farming  and  industrial  operations^  piu^ 

chase  of  all  stores,  supplies,  materials  and  equipment  not 
covered  in  contracts,  supervision  of  the  keeping  of  all 
financial  records  and  documents,  responsibility  for  in- 
stitutional funds  placed  in  their  keeping,  supervision  of 
the  preparation  of  maintenance  estimates  and  payrolls, 
inspection  of  buildings,  equipment,  new  construction 
and  extraordinary  repairs,  final  approval  and  custody 
of  all  requisitions  and  the  performance  of  such  other 
related  work  as  may  be  necessary  to  the  business  manage- 
ment of  the  institution. 

QUALIFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  The  minimum  qualifications  prescribed  for 
Grade  I. 

2.  Not  less  than  three  years  of  service  in  Grade  I, 
or  if  appointed  otherwise  than  by  promotion  from  Grade 
I,  at  least  five  years  of  service  in  either  Grade  I  of  the 
Storekeeper  Group  of  the  Institutional  Service  or  in 
Grade  I  of  the  Bookkeeper  Group  of  the  Clerical 
service. 

3.  Not  less  than  five  years  of  experience  in  work 
recognized  by  the  State  Civil  Service  Commission  as 
the  equivalent  of  either  of  the  above  qualifications. 

4.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 
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COMFEHSAnON  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1800  to  $2580,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows : 
$1800,  $1980,  $2160,  $2340,  $2580. 

SPECIAL    BEOXTLATIOK    GOVEKRING    THE    KAZDniH 

RATE  — 

The  maximum  salary  rate,  $2580,  will  be  granted 
only  to  stewards  of  institutions  of  not  less  than  3000 
inmates. 


}  aTOBEKEEPER  GROUP  (H  35) 

Definiiicn:  Stortkeeper  Qn^ 

The  term  Storekeeper  Group  is  used  to  identify  those  au- 
thorized employments  of  the  Institutional  Service^  the  incumbents 
of  which  are  required  to  receive,  record  and  requisition  institu- 
tional supplies,  materials  and  equipment  necessary  to  maintain 
stores  within  prescribed  limits,  to  report  thereon,  and  to  perform 
under  the  direction  of  the  stewitrd  or  junior  steward  such  other 
related  work  as  may  be  required. 
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Imttiiutional  Bervice 
GRADE  I  (H  36  I)  storekeeper  Qnmf 

TITLE  OF  POSITIONS  — 

STOREKEEPER 
DUTIES  — 

Definition: 

The  dutiee  of  incumbents  of  these  positions  are  to 
receive,  record  and  requisition  institutional  supplies, 
materials  and  equipment  necessary  to  maintain  stores 
within  prescribed  limits,  to  make  reports  on  prescriibed 
forms,  and  to  perform  such  other  related  work  under 
the  direction  of  the  steward  or  junior  steward  as  maj 
be  required. 

aiTALIFICATIONS  — 

Persons  holding  these  positions  shall  hww: 

1.  Not  less  than  two  years  of  experience  in  handling 
supplies  in  an  injstitution  storehouse  or  at  least  two  years 
of  experience  in  work  of  equivalent  character  and 
standard;  or 

2.  Not  less  than  one  year  of  service  as  junior  deik 
of  the  Clerical  Service,  or  at  least  one  year  of  experi- 
ence in  work  of  equivalent  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPENSATION — 

In  institutions  of  less  than  300  inmates  the  range 
of  annual  compensation  of  this  Grade  for  full  time 
service  is  from  $480  to  $540,  inclusive,  with  mainte- 
nance, with  standard  salary  rates  as  follows:  $480, 
$540. 

In  institutions  of  more  than  300  inmates  and  not 
more  than  400  inmates,  the  range  of  annual  compensa- 
tion of  this  Grade  for  full  time  service  is  from  $540  to 
$600,  inclusive,  with  maintenance,  with  standard  salary 
rates  as  follows :    $540^  $600. 
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In  institutions  of  more  than  400  inmates  and  not 
more  than  800,  the  range  of  annual  compensation  of  this 
Grade  for  full  time  service  is  from  $600  to  $660,  inclu- 
sive,  with  maintenance,  with  standard  salary  rates  as 
follows:    $600,  $660. 

In  institutions  of  more  than  800  inmates  and  not 
more  than  2000,  the  range  of  annual  compensation  of  this 
Grade  for  full  time  service  is  from  $660  to  $840,  inclu- 
sive, with  maintenance,  with  standard  salary  rates  as 
follows:      $660,  $720,  $780,  $840. 

In  institutions  of  more  than  2000  inmates  the 
range  of  annual  compensation  of  this  Grade  for  full  time 
service  is  from  $840  to  $1020,  inclusive,  with  main- 
tenance, with  standard  salary  rates  as  follows:  $840, 
$900,  $960,  $1020. 

In  institutions  of  more  than  4000  inmates  a  rate 
of  $1080  shall  be  added  to  the  above  rates. 

In  prisons  of  over  800  inmates  where  the  store- 
keeper performs  the  more  important  duties  described  in 
the  defintion  of  '^  Steward,"  the  range  of  annual  compen- 
sation of  this  Grade  for  full  time  service  is  from  $1440 
to  $1560,  inclusive,  with  standard  salary  rates  as  fol- 
lows:   $1440,  $1560. 
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OBADE  I  (H  36  I)  mr 


TITLE  OF  POSITIONS— 

STOREKEEPER  |V  / 
DTJTIES—  /Vii-l 

^  f   fy  i   P 

Definition:  ^  '  i^ff 

The  duties  of  incuir^'  I    I  /f  I 
receive,   record  and  r^ti    ^t^  t 
materials  and  equipir..^X*    f.^e*' 
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^%r«^^^."^''  -•  INDUSTRIES  GROUP  (H  86) 

IfiMiitvtioiMX  Bervioe 
BuperimtefideHi  of  Indu9ir%e$  Oroup 


Superintendent  of  Ind\L»trieB  Group  is  used  to 
^^  authorized  employments  of  the  Institutional  Serv- 
''.y^^^^^bents  of  which  ure  required  to  plan,  supervise,  he 
^V^  ^^  fop  and  assist  in  the  manufacturing  activitiea  of  a 
^^  r^^n^  involving  the  selection  of  articles  to  be  manufac- 
-^e^  ^ue  direction  and  supervision  of  employes  and  prisoners 
,^iX^  ^ligaged  in  industrial  work,  the  preparing  of  estimates  and 
^^^ping  the  financial  and  other  records  of  industries,  and  to  per- 
;fta  such  other  related  work  as  may  be  required. 
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SUFERINTEMDENT  OF  nVDUSTBIES  GROUP  (H  36) 

Imtitutionol  Berviee 
DefinUion:  Superiniendent  of  InduMtri^  Group 

The  term  Superintendent  of  Ind\L»tries  Group  is  used  to 
identify  those  authorized  employments  of  the  Institutional  Serv- 
ice,  the  incumbents  of  which  are  required  to  plan,  supervise,  be 
responsible  for  and  assist  in  the  manufacturing  activities  of  a 
State  prison,  involving  the  selection  of  articles  to  be  manufac- 
tured, the  direction  and  supervision  of  employes  and  prisoners 
while  engaged  in  industrial  work,  the  preparing  of  estimates  and 
keeping  the  financial  and  other  records  of  industries,  and  to  per- 
form such  other  related  work  as  may  be  required. 
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GRADE  I  (H  36  I)  InMtitutumal  Service 

Superintendent  of  Jnduetriei  Gmf 

TITLE  OP  POSITIONS  — 

SUPERINTENDENT  OF  INDUSTRIES 

DTTTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions,  whidi 
require  a  high  degree  of  executive  ability  and  a  general 
knowledge  of  manufacturing  processes  and  technique. 
are  to  plan,  supervise,  be  responsible  for  and  assist  in 
the  manufacturing  activities  of  a  State  prison,  involviiij 
the  selection  of  articles  to  be  manufactured,  the  direc- 
tion and  supervision  of  employes  and  prisoners  enga^ 
in  manufacturing  operatious,  the  purchasing  of  mate- 
rials  and  supplies,  the  custody  of  machinery  and  sup- 
plies, the  keeping  of  financial  and  other  records  of 
industrial  operations,  and  to  perform  such  other  related 
work  as  may  be  required. 

QITALIPICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  five  years  of  experience  in  in- 
dustrial work  affording  opportunity  to  become  familiar 
with  manufacturing  operations,  at  least  two  years  of 
which  must  have  been  in  a  managerial  capacity;  or 

2.  Not  less  than  three  years  of  service  as  senior 
bookkeeper  of  the  Clerical  Service,  acting  as  assistant 
to  the  superintendent  of  industries  and  in  charge  of  the 
manufacturing  accounts. 

3.  'Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $2820  to  $3540,  indm'^ 
with  standard  salary  rates  as  follows:  $2820,  $3060, 
$3300,  $3540. 


TTS' 


•  •  • 


INSTITUTIONAL  TAILOR  GROUP  (H  37) 

ImtiituHonal  Serviee 
n  ^    'A'  ImiHuHomal  Ta&ar  Group 

ThiB  term  Institutional  Tailor  Group  is  used  to  identify  those 
authorized  employments  of  the  Institutional  Service,  the  in- 
cumbents  of  which  are  required  to  plan,  supervise,  be  responsible 
for  and  assist  in  the  making  of  men's  and  boys'  clothing  and 
similar  articles,  where  not  otherwise  provided  for,  and  assuming 
responsibility  for  and  performing  such  other  related  work  as  may 
be  required. 
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OBADE  I  (H  37  I)  Imtitutiamal  Btrvio* 

/••MtwMoHal  Taikr  flfnap 

TITLE  OF  posrnoHS— 

ASSISTANT  INSTITUTIONAL  TAILOR 

DUTIES  — 

DefifUtian: 

The  duties  of  incumbents  of  these  positions  are  to 
cut  cloth,  operate  sewing  machines,  baste^  finish  and 
press  clothing,  and  to  assist  in  other  work  involTed  in 
the  making  of  clothing. 

QITALIFICATIOHS  — 

Persons  holding  these  positions  sk^l  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COMPEHSATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $480  to  $600,  indusi^ 
with  maintenance,  with  standard  salary  rates  as  follows: 
$480,  $640,  $600. 
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aitADE  n  (H  37  n)  InBtitutUmal  Berviee 

Inttituiianal  Tailor  Oroup 

TITLE  OF  POSITIOHS  — 

INSTITUTIONAL  TAILOR 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are 
to  take  chiarge  of  a  small  tailor  shop  or  to  assist  in  the 
supervision  of  a  large  shop,  involving  supervision  of 
employee  in  Grade  I,  other  assigned  employes,  and 
patients,  the  cutting  of  cloth,  operating  sewing  ma- 
chines, basting,  finishing  and  pressing  clothing,  the 
keeping  of  records,  preparing  estimates,  and  perfonning 
such  other  related  work  as  may  be  required. 

QVAUFICATIOHS  — 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  two  years  of  experience  in  the 
tailoring  trade. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

C0KPEH8ATI0N  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $660  to  $780,  inclusive, 
with  maintenance,  with  standard  salary  rates  as  follows : 
$660,  $720,  $780. 


}  BTOBEKEEPER  GROUP  (H  35) 

Imfiiuiumal  Servioi 
Definiiicn:  Storekeeper  Group 

The  term  Storekeeper  Group  is  need  to  identify  those  au- 
thorized employments  of  the  Institutional  Service^  the  incumbents 
of  whkik  are  required  to  receive,  record  and  requisition  institu- 
tional supplies^  materials  and  equipment  necessary  to  maintain 
stores  wifthin  prescribed  limits,  to  report  thereon,  and  to  perform 
under  the  direction  of  the  stewitrd  or  junior  steward  such  other 
related  work  as  may  be  required. 
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InttUutional 

GRADE  I  (H  36  I)  storekeeper  Qnmf 

TITLE  OF  POSITIONS  — 

STOREKEEPER 
DITTIES  — 

Definition: 

The  dutiee  of  incumbents  of  these  positions  are  to 
receive,  record  and  requisition  institutional  supplies, 
materials  and  equipment  necessary  to  maintain  stores 
within  prescribed  limits,  to  make  reports  on  prescrifced 
forms,  and  to  perform  such  other  related  work  under 
the  direction  of  the  steward  or  junior  steward  as  may 
be  required. 

aXTAIIFICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  two  years  of  experience  in  handling 
supplies  in  an  injstitution  storehouse  or  at  least  two  jean 
of  experience  in  work  of  equivalent  character  and 
standard;  or 

2.  Not  less  than  one  year  of  service  as  junior  deik 
of  the  Clerical  Service,  or  at  least  one  year  of  experi- 
ence in  work  of  equivalent  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  CivU  Service  Commission. 

COKPENSATIOH  — 

In  institutions  of  less  than  300  inmates  the  range 
of  annual  compensation  of  this  Grade  for  full  time 
service  is  from  $480  to  $540,  inclusive,  with  mainte- 
nance, with  standard  salary  rates  as  follows:  $480, 
$540. 

In  institutions  of  more  than  300  inmates  and  not 
more  than  400  inmates,  the  range  of  annual  compoisa- 
tion  of  this  Grade  for  full  time  service  is  from  $540  to 
$600,  inclusive,  with  maintenance,  with  standard  salarv 
rates  as  follows :    $540^  $600. 
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In  institutions  of  more  than  400  inmates  and  not 
more  than  800,  the  range  of  annual  compensation  of  this 
Grade  for  full  time  service  is  from  $600  to  $660,  inclu- 
sive, with  maintenance,  with  standard  salary  rates  as 
follows:    $600,  $660. 

In  institutions  of  more  than  800  inmates  and  not 
more  than  2000,  the  range  of  annual  compensation  of  this 
Grade  for  full  time  service  is  from  $660  to  $840,  inclu- 
sive, with  maintenance,  with  standard  salary  rates  as 
follows:      $660,  $720,  $780,  $840. 

In  institutions  of  more  than  2000  inmates  the 
range  of  annual  compensation  of  this  Grade  for  full  time 
service  is  from  $840  to  $1020,  inclusive,  with  main- 
tenance, with  standard  salary  rates  as  follows:  $840, 
$900,  $960,  $1020. 

In  institutions  of  more  than  4000  inmates  a  rate 
of  $1080  shall  be  added  to  the  above  rates. 

In  prisons  of  over  800  inmates  where  the  store- 
keeper performs  the  more  important  duties  described  in 
the  defintion  of  "  Steward,"  the  range  of  annual  compen- 
sation of  this  Grade  for  full  time  service  is  from  $1440 
to  $1560,  inclusive,  with  standard  salary  rates  as  fol- 
lows:   $1440,  $1560. 


GRADE  I 

TIT 


SUPERINTENDENT  OF  INDUSTRIES  aROUP  (H  86) 

InMtituiiondl  Smvioe 
Definiiion:  Superintendmt  of  Indu9trie8  Group 

The  term  Superintendent  of  Industries  Group  is  used  to 
identify  those  authorized  employments  of  the  Institutional  Serv- 
ice, the  incumbents  of  which  are  required  to  plan,  supervise,  be 
responsible  for  and  assist  in  the  manufacturing  activities  of  a 
State  prison,  involving  the  selection  of  articles  to  be  manufac- 
tured, the  direction  and  supervision  of  employes  and  prisoners 
while  engaged  in  industrial  work,  the  preparing  of  estimates  and 
keeping  the  financial  and  other  records  of  industries,  and  to  per- 
form such  other  related  work  as  may  be  required. 
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SUPERINTENDENT  OF  INDUSTRIES  aROUP  (H  86) 

InMtituiumdl  Smvioe 
DpimSiunL  •  iSfupermteiKtoii*  of  InduBiries  Group 

The  term  Superintendent  of  Industries  Group  is  used  to 
identify  those  authorized  employments  of  the  Institutional  Serv- 
ice, the  incumbents  of  which  are  required  to  plan,  supervise,  be 
responaible  for  and  assist  in  the  manufacturing  activities  of  a 
State  prison,  involving  the  selection  of  articles  to  be  manufac- 
tured, the  direction  and  supervision  of  employes  and  prisoners 
while  engaged  in  industrial  work,  the  preparing  of  estimates  and 
keeping  the  financial  and  other  records  of  industries,  and  to  per- 
form such  other  related  work  as  may  be  required. 
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aBADEI(H89I)  ImtMuHom^  amm$ 

Wttgam  Maktr  Oronf 

TITLE  OF  FOSZTIOirS  -* 

WAGONMAKER 

DITTIES  — 

DefinUian: 

The  duties  of  inoumbents  of  these  positions  are 
to  make  and  repair  wagons  and  farm  imidemaiti> 
where  such  work  is  not  otherwise  provided  for,  to  per 
form  routine  handicraft  work  requiring  skill  and  alHlitj 
along  lines  of  carpentry  and  to  perform  such  other  rs- 
lated  work  as  may  be  required. 

QVAUFICATIOIIB  — 

Persons  holding  these  positions  shall  hwoe: 

1.  Not  less  than  two  years  of  experience  in  ear 
pentry  or  wheelwriting,  and  in  addition  not  leas  than  six 
months  of  experience  in  making  and  repairing  wagoii& 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commissioii. 

OOMFEHSATICni — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $720  to  $840,  indosive. 
with  maintenance,  with  standard  salary  rates  as  foUows: 
$720,  $780,  $840. 
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GRADE  n  (H  39  n)  IntUiMtumal  fifarvioe 

Wo^ofli  Muktr  Group 

TITLE  OF  POSmOHS  — 

WAGON  WORKS  — FOREMAN 

DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
take  charge  of  an  institutional  wagon  works,  the  prod- 
ucts of  which  are  made  primarily  for  other  than  local 
use,  to  plan,  supervise,  be  responsible  for  and  assist 
in  the  making  of  wagons^  carts  and  other  vehicles,  to 
keep  prescribed  records,  prepare  estimates,  and  assume 
responsibility  for  and  perform  such  other  related  work 
as  may  be  required. 

QlTAIIFICATIOirS  — 

Persona  holding  these  positions  shaU  have: 

1.  Not  less  than  three  years  of  experience  in  the 
making  of  wagons,  carts  and  other  vehicles. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission^ 

COXPEHSATIOV  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1680  to  $2160,  inclusive, 
with  standard  salary  rates  as  follows:  $1680,  $1800, 
$1980,  $2160. 


SKILLED  LABOR  SERVICE 

SYMBOL  (J) 
Definitton: 

The  term  Skilled  Labor  Service  is  used  to  identify  those 
authorized  employments  of  the  State  (Government,  the  incumbents 
of  which  are  required  to  perform,  or  supervise  the  performance  of, 
manual  work  requiring  skill  in  a  trade  or  handicraft. 
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ANIMAL  HUSBANDRY  aROUP  (J  1) 

Skilled  Labor  Service 
Animal  Huebandry  Chroup 

The  term  Animal  Husbandry  Group  is  used  to  identify  those 
authorized  employments  of  the  Skilled  Labor  Service,  the  incum- 
bents of  whioh  are  required  to  take  charge  of.  an  experiment 
station  dairy,  to  conduct  experiments  in  the  raising,  care  and 
breeding  of  poultry,  to  prepare  reports  on  the  results  of  experi- 
ments and  to  perform  other  work  relating  to  the  problems  and 
practices  of  animal  husbandry ;  or  to  operate  a  poultry  farm. 
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OEADEI(JII)  sme<i  Lat^  Bennc 

TITLE  OF  POSITIONS  —  Animal  Hu9bandfy  Qtwp 

POULTRYMAN 
DUTIES — 

Definition:  . 

The  duties  of  incumbents  of  these  positions  are  to 
supervise  the  work  of  a  poultry  farm,  involving  the 
operation  of  incubators  and  brooders,  the  breeding  and 
feeding  of  poultry  and  the  performance  of  other  related 
work. 

QV  AUPICATIONS  — 

Persons  holding  these  posiiions  shall  have: 
1.  Such  qualifications  as  may.  be  pequired  by  the 
State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  ^this  Grade 
for  full  time,  siervice  is  from  $840  to  $960,  inclusiye; 
with  etajulard  salary  rates  as'  follows:  $640,  $900^ 
$960. 
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GKADE  II  (J  1  II)  tikilUd  Labor  Service 

Animal  IIuMbandry  Group 

TITLES  OF  POSITIOHS  — 

DAIRY  FOREMAN 
POULTRY  FOREMAN 
DITTIES— 

DAIRY  FOREMAN 
Definition: 

The  duties  of  the  incumbent  of  this  position,  which 
require  highly  specialized  knowledge  of  dairy  hus- 
bandry and  the  manufacture  of  dairy  products,  are  to 
take  charge  of  an  experiment  station  dairy,  involving 
the  supervision  of  employes,  the  direction  of  the  pur- 
chase of  food  and  the  planning  of  rations  for  dairy 
cattle,  to  test  the  graduation  of  Babcock  glassware  and 
to  perform  such  other  related  work  as  may  be  required. 

POULTRY  FOREMAN 
DefinUion: 

The  duties  of  the  incumbent  of  this  position,  which 
require  a  highly  specialized  knowledge  of  poultry  hus^ 
bandry,  are  to  take  charge  of  experiment  work  in  the 
raising,  breeding  and  care  of  poultry,  to  prepare  reports 
on  the  results  of  experiments  and  to  perform  such  other 
related  work  as  may  be  required. 

QlTALIFICATIOirS— 

Persons  holding  these  positions  shall  hcwe: 

1.  Not  less  than  three  years  of  experience  and 
technical  training  in  work  affording  opportunity  to 
become  familiar  with  the  problems  and  practices  of 
animal  husbandrv  with  special  reference  to  the  require- 
ments of  the  position  to  be  filled. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPEFBATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1200  to  $1800,  inclusive, 
with  standard  salary  rates  as  follows:  $1200,  $1320, 
$1440,  $1560,  $1680,  $1800. 


ABTISAM  FOREMAN  GROUP  (J  2) 

Skilled  Labor  Service 
Definition:  Artietm   Foreman   Oroup 

The  term  Artisan  Foreinan  Ghroup  is  uBod  to  identify  those 
authorized  employments  of  the  Skilled  Labor  Servioe,  the  in- 
cumhents  of  which  are  required  to  supervise  and  be  responsible 
for  the  activities  of  a  shop  or  for  units  or  sections  of  outside  con- 
struction or  maintenance  work,  which  involve  the  services  of  car^ 
penters,  machinists,  blacksmiths  or  other  craftsmen  and  laborers. 
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GRADE  I  (J  2  I)  8kUU4  Labor  Sefvice 

TITLES  OF  POSITIOirS  —  ArtUan    Foreman   Qrwf 

AETISAN  FOREMAN 
DIVISION  FOREMAN 

SUPERVISOR  OF  OPERATION  AND  REPAIRS 
(BRIDGE) 

DUTIES  — 

Defimtion: 

The  dutieB  of  incumbente  of  these  poeitions  are  to 
direct,  xmder  super^sion,  and  be  responaible  for  the 
activities  of  a  shop  or  unit  thereof ;  or  a  unit  or  section 

of  outside  ooiurtruction  or  mainteiuance  which  involye 

the  services  of  carpenters,  machinists,  blacksmiths  or 

other  craftsmen  f^nd  laborers,  in  repairing  and  building 

lock  gates^  bHdges,  balance  beams,  paddles,  reinforced 

concretestructures,  foimdations,  resurfacing  highways^ 

etc.-.  ',..."••  ..]'.. 

•  •        .  .     ,^  .       .     .  • 

QVALIFIGAnOHS^ 

»  ' 

'   .     '   Persons  iiolding  these  positions  shaU  have: 

1.  Siich  training  as  an  .apprentioe  to  blacksmiths, 
machiilifite'ciir  earpeuters  as  may  be  locally. ^ipulated. 

2.  Not  liesB  than  thjee  years  of  experience  in  a  gen- 
eral shop  or  in  field  work  at  one  of  the  above  trades. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Oivil  Service  Commission. 

COHFEHSATION  — 

The  range  of  annual  compensation  of  this  Orade 
for  full  time  service  is  from  $1200  to  $1440,  inclusive, 
with  standard  salary  rates  as  follows:  $1200,  $1380, 
$1440. 


■ 
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OBADE  n  ( J  2  n)  ^^^  ^^  s^^^ 

TITLES  OF  POSITIONS  —  Artisan   Foreman    Group 

GENERAL  ARTISAN  FOREMAN 
SUPERINTENDENT  OF  REPAIRS 

DVTIZS  — 

Definition: 

The  duties  of  incumbents  of  these  positions  which 
may  involve  supervision  of  employes  in  Grade  I,  axe  to 
direst  and  assume  complete  responsibility  for  the  oper- 
ation of  construction  or  repair  shops ;  or  units  or  sections 
of  other  construction  or  repair  work^  which  involve  the 
services  of  carpenters,  blacksmiths^  machinists  or  other 
craftsmen  and  laborers. 

QVAIIPIC ATI0H8  — 

Persons  holding  these  positions  shall  have: 

1.  The    minirnum    qualifications    prescribed    for 

Grade  I. 

2.  Not  less  than  two  years  of  service  in  Grvde  I,  or 
if  appointed  otherwise  than  by  promotion  from  Grade  I, 
at  least  three  years  of  experience  in  work  of  Grade  I 
character  and  standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPEH8ATI0V  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1680  to  $2160,  inclusive, 
with  standard  salary  rates  as  follows:  $1680,  $1800, 
$1980,  $2160. 

SPECIAL    BEOVLATIOH    OOYEBHINO    THE    XAXIMnK 
KATE  — 

The  maximum  salary  rate,  $2160,  shall  be  assigned 
only  to  positions  involving  supervisory  or  independent 
responsibility.  Such  rate  shall  be  designated  after  in- 
dividual appraisal  under  the  rules  of  the  State  Civil 
Service  Commission,  indicating  that  the  rate  so  deter- 
mined does  not  exceed  the  value  of  the  work  to  be 
performed. 


BLAOKaiaTH  GROUP  (J  3) 

SkUM  Labor  Bervice 

DefifdUon:  BlaokMpiiih  Oroup 

The  tetm  Blacksmith  Group  i»  used  to  identify  those 
authorized  employments  of  the  Skilled  Labor  Service^  the  in- 
eumlbents  of  which  are  required  to  make  by  hand  and  with  audi 
machinery  as  may  be  neoessaiy,  iron  products  used  in  building 
construction,  in  the  upkeep  of  bridges^  locks^  etc.,  such  as  making 
drift  boltSy  "  T ''  bolts,  bridge  rods,  connecting  rods,  etc.,  to  set 
horse  shoes,  to  forge,  shape  and  sharpen  various  tools  and 
implements  and  to  make  and  repair  the  iron  and  steel  parts  and 
appurtenances  of  vehicles,  farm  implements,  machinery  and  tools. 
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GRADE  I  (J  3 1)  ^>^^^  ^j^  g^^^ 

TITLE  OF  POSITIONS  —  BlaokthUtk    Oroup. 

BLACKSMITH  AND  MACHINIST  HELPER 
DUTIES  — 

Defifiitum: 

The  duties  of  mcmnbents  of  these  poeitiona  are  to 
assist  in  the  making  or  shaping  of  iron  parts  or  tools 
used  in  building  oonstruction,  and  in  the  repair  and 
maintenance  of  vehidee^  bridges,  locks^  boats,  etc,  and 
to  perform  other  work  in  which  high  skill  of  the  craft  is 
not  required. 

axr AUFicATiom — 

I  -  Persons  holding  these  positions  shaU  hwve: 

1.  Such  qualifications  as  may  be  required  bj  the 
State  Civil  Sernce  Oonmiission. 

COHFENSATIOV  — 

The  nmge  of  amit/oZ  tompensation  of  this  Q'rade 

for  full  time' service  is  from  $540  to  $660,  inclusive, 

with  standard  dalar j  rates  as  foll(xwB :  $540,  $600,  $660. 

The  range  of  .per  diem  compensation  of  this  Grade 

is  from  $2.00  to  $2,50,  intolusivp,  with  such  intermediate 

.    •    rates  s^  may.  be  determined  .pureuant  to  the  f blowing 

regulation. 

*•  •  • 

SPECIAL  BEOTTLATIOV  OOVXBIIINO  SALABT  KATES - 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  shall  be  determined  by 
departments  on  the  basis  of  local  conditions,  subject  to 
the  rules  of  the  State  Civil  Service  Commission:  pro- 
vided that  when  the  rates  are  annual  they  shall  conform 
to  the  standard  annual  ratas  established  above. 
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anADE  n  ( J  3  n)  ^^^  ^^  ^^^^^ 

TITLE  OF  POSITIOHS  —  BlatOcimiih    Group 

BLACKSMITH 

DITTIES  — 

Definition: 

The  dutieB  of  incumbents  of  these  positions  are  to 
make  iron  products  used  in  building  construction,  in  the 
upkeep  of  bridges,  locks^  etc,  and  to  perform  other  work 
perbaining  to  the  blacksmithing  trada 

Examples : 

Making  drift  bolts,  *'  T  "  bolts,  connecting  rods. 
Making  bridge  rods,  lock  braces. 
Sharpening  and  making  tools. 
Shoeing  horses. 
Repairing  wagons. 

QXr AimCATIONS  — 

Persons  holding  these  positions  shall  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Oivil  Service  Commission. 

COHFENSATIOH  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $840  to  $1140,  inclusive, 
with  standard  salary  rates  as  follows:  $840,  $900, 
$960,  $1020,  $1080,  $1140. 

The  range  of  per  diem  compensation  of  this  Grade 
is  from  $3.00  to  $4.00,  with  such  intermediate  rates  as 
may  be  determined  pursuant  to  the  following  regulation. 

SPECIAL  BEOTTLATION  OOVEBimiO  SALABT  KATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  shall  be  determined  bv  de^ 
partments,  on  the  basis  of  local  conditions,  subject  to  the 
rules  of  the  State  Civil  Service  Commission ;  provided 
that  when  the  rates  are  annual  they  shall  conform  to  the 
standard  annual  rates  established  above. 


BBIOKLAYER  GROUP  (J  4) 

Skated  Labor 

Definiiion:  *'**'^  ^^' 

The  term  Bricklayer  Group  is  used  to  identify  those  au- 
thorized employments  of  the  Skilled  Labor  Servioe^  the  incumbents 
of  which  are  required  to  lay  brick  and  to  perform  other  work  per 
taining  to  the  bricklaying  trade. 
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GRADE  I  (J  4  I) 

SkiUed  Labor  Senice 
TITLE  OF  POSITIONS  —  Bricklayer  Gtxmf 

BBICKLAYER 
DUTIES  — 

Defimiion: 

The  duties  of  incumbeiits  of  these  poeitions  are 
to  lay  brick  to  line  and  grade  in  or  upon  any  structore 
or  form  of  work;  to  do  fireproofing^  block  ardiing,  terra 
cotta  cutting  and  setting;  to  lay  and  cut  tile^  plaster, 
mineral  wool  and  cork  blocks,  or  any  substitute  therefor; 
to  cut,  rub  and  grind  brick ;  and  to  set  cut  stcme  trim- 
mings on  brick  buildings. 

QXr AUTICATIOHS  — 

Persons  holding  these  positions  skaU  have: 

1.  Such  training  as  an  apprentice  as  may  be  locally 
stipulated. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

OOMFEVSATION — 

The  range  of  anntuU  compensation  of  this  Grade 
for  full  time  service  is  from  •$1200  to  $1560,  inclusiTe, 
with  standard  salary  rates  as  follows:  $1200,  $1320, 
$1440,  $1560. 

The  range  of  per  diem  compensation  of  this  Grade 
is  from  $4.00  to  $5.50,  inclusive,  with  such  intermediate 
rates  as  may  be  determined  pursuant  to  tiie  following 
regulation. 

SPECIAL  BEOTTLATIOH  OOVERNINO  SALABT  RATES - 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Ghrade  shall  be  determined  by  de- 
partments, on  the  basis  of  local  conditions,  subject  to  the 
rules  of  the  State  Civil  ^Service  Commission ;  provided 
that  when  the  rates  are  annual  they  diall  conform  to  the 
standard  annual  rates  established  above. 


CARPENTER  GROUP  (J  5) 

Skilled  Labor  Sermoe 
Definition:  Carpenter  Group 

The  term  Carpenter  Group  is  used  to  identify  those  author- 
ized employments  of  the  Skilled  Labor  Service,  the  incumbents  of 
which  are  required  to  construct  or  repair  wooden  structures,  canal 
locks,  boats,  bridges,  door  frames,  window  cases  and  to  make 
general  repairs  in  woodwork. 
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GRADE  I  (J  6  I)  ^^.y^  j^^^^  g„^ 

TITIE  OF  POSITIOHS  —  Oafpemter  Qtf^ 

OARPENTEKS  HELPER 
DUTIES  — 

Definition: 

The  duties  of  incumbeiitB  of  theee  positions  are  to 
assist  in  the  construction  and  repair  of  wooden  struo- 
tures  or  to  perform  work  of  the  craft  which  does  not 
require  high  skill  and  ability. 

QXr  AUFICATIOHS  — 

Persons  holding  these  positums  shall  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

C0HFEN8ATI0H  — 

The  range  of  annual  compensation  of  this  Qrade 
for  full  time  service  is  from  $540  to  $660,  indusive, 
with  standard  salary  rates  as  follows :  $540,  $600,  $660. 

The  range  per  diem  compensation  of  this  Grade 
is  from  $2.00  to  $2.50,  inclusive,  with  such  intermediate 
rates  as  may  be  determined  pursuant  to  the  following 
regulation. 

SPECIAL  BEOTTLATION  OOVERVINO  SAIABT  BATES- 

The  entrance  and  other  salary  rates  of  positioDS 
classified  within  this  Grade  shall  be  determined  by  de- 
partments, on  the  basis  of  local  conditions,  subject  to 
the  rules  of  the  iState  Civil  Service  Commission ;  pro- 
vided that  when  the  rates  are  annual  they  shall  conform 
to  the  standard  annual  rates  established  abova 
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aiL4DE  n  ( J  6  n)  ^^^  ^^  ^^.^. 

TITLE  OF  POSinOHS  —  CiMrpmter  Gn^ 

CARPEKTEB 
BUTXES — 

Definition: 

The  duties  of  incumbents  of  these  positians,  which 
may  involve  supervision  of  other  employeSy  are  to  con- 
struct or  repair  wooden  structures  and  fixtures^  and  to 
make  general  repairs  in  woodwork. 

B9ampl€9: 

Repairing  caaal  lodes. 
Repairing  boats. 
Repairing  bridges. 
Repairing  doors  and  windows. 
Constructing  frames  and  cases. 
Constructing  frame  buildings. 

QXr AUFICATIOHS  — 

Persons  holding  these  positions  shall  have: 

1.  Such  training  as  an  apprentice  as  may  be  locally 
stipulated. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COXPIHBATIOV  — 

The  range  of  anrmal  compensation  of  this  Grade 
for  full  time  service  is  from  $900  to  $1320,  incluaive, 
with  standard  salary  rates  as  follows:  $900,  $960, 
$1020,  $1080,  $1140,  $1200,  $1320. 

The  range  of  per  diem  compensation  of  this  Grade 
is  from  $3.00  to  $4.50,  inclusive,  with  such  intermediate 
rates  as  may  be  determined  pursuant  to  the  following 
regulation. 

SPECIAL  KEOTTLATIOH  OOVXBIIINO  SALABT  KATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  shall  be  determined  by  de- 
partments, on  the  basis  of  local  conditions,  subject  to 
the  rules  of  the  State  Civil  Service  Commission;  pro- 
vided that  when  the  rates  are  annual  thev  shall  conform 
to  the  standard  annual  rates  established  above. 
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SPECIAL    BEOTTLATION     GOVEBIilNa    THE     llAZIinn 

SALAST  BATES— 

The  maximiun  salarv  rat«j,  $l.*i20  per  aiuiiuu  aud 
$4.00,  $4.50  per  diem,  sliall  be  assigaed  only  to  positions 
involving  supervisory  or  independent  responsiBility. 
Such  rates  shall  be  designated  after  individual  ap- 
praisal, under  the  rules  of  the  State  Civil  Serriee 
Commission,  indicating  that  the  rate  so  determined  does 
not  exceed  the  value  of  the  work  to  be  performed. 


CHAUFFEUR  GROUP  (J  6) 

SkUled  Lahor  Bervioe 
Defimiion:  Chauffeur  Qroup 

The  term  Chauffeor  Grenp  is  used  to  identify  those  author- 
ized employxnaats  of  the  l^dlled  Labor  Sendee,  the  incumbents 
of  which  are  required  to  operate  and  repair  automobiles  and  motor 
trucks. 
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0EADEI(J6I)  BkUled  Lobar  aervi^ 

TITLE  OF  P08ITI0H8—  Chauffeur  Group 

CHAUFFEUR 
DUTIES  — 

Defmtion: 

The  duties  of  incumbents  of  these  positions  are  to 
operate,  repair,  clean,  oil  and  maintain  in  good  condition 
automobiles  and  motor  trucks,  to  load,  unload,  check 
and  make  record  of  supplies  transported,  to  keep  daily 
record  of  odometer  readings,  time  consumed,  places 
visited,  oil  and  gasoline  consumed  and  detailed  record 
expenses  incurred  in  making  repairs. 

QVAIIFICATIOirS  — 

Persons  holding  these  positions  shall  have: 

1.  A  license  to  opeiate  motor  vehicles  granted  by 
the  proper  State  authority. 

2.  Not  less  than  one  year  of  experience  in  ofpenic 
ing  and  repairing  motor  vehicles. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMFENSATIOH  — 

For  OhaufiPeurs  driving  passenger  carrying  auto- 
mobiles the  range  of  annual  compensation  of  this  Orade 
for  full  time  service  is  from  $960  to  $1440,  inclusive, 
with  standard  salary  rates  as  follows:  $960,  $1020^ 
$1080,  $1140,  $1200,  $1320,  $1440. 

For  Chauffeurs  driving  motor  trucks  the  range  of 
annual  compensation  of  this  Grade  for  full  time  service 
is  from  $960  to  $1140,  inclusive,  with  standard  salary 
rates  as  follows:     $960,  $1020,  $1080,  $1140. 

SPECIAL  BEOVLATIOH  OOVEBiriNO  KAZIKTTK  SALABT 

RATE  — 

The  maximum  salary  rate,  $1440,  shall  be  desig- 
nated only,  after  individual  appraisal  under  the  rules 
of  the  State  Civil  Service  Commission,  indicating  that 
the  rate  so  determined  does  not  exceed  the  value  of  the 
work  to  be  performed. 


CHAUFFEUR  EXAMINER  GROUP  (J  7) 

Skilled  Labor  Service 
Definition:  Chauffeur   Ewaminer   Group 

The  term  Chauffeur  Examiner  Group  is  used  to  identify 
those  authorized  employments  of  the  Skilled  Labor  Service^  the 
incumbents  of  which  are  required  to  examine  applicants  for 
chauffeurs'  licenses  and  to  determine  their  fitness  to  operate  motor 
vehicles. 
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GIIADEI(J7I)  BkUUd  La^  Bervic 

TITLE  OE  FOSITIOirS  —  Chautfeur  Bammmer  Group 

CHAUFFEUR  EXAMINER 
DITTIES  — 

Defimtion: 

The  duties  of  incumbents  of  these  positions  are  to 
examine  applicants  for  licenses  to  operate  motor  vehicleB, 
by  means  of  practical  mechanical  tests  as  to  operation, 
and  oral  tests  as  to  mechanism  and  road  r^galatiaii^ 
and  to  rate  same  for  the  purpose  of  determining  the 
fitness  of  applicants  to  operate  motor  vehicles  in  the 
State  of  New  York. 

QTT  AIIFICATIONS  — 

Persons  holding  these  positions  shall  have: 
1»  Not  less  than  two  years  of  experience  in  oper 
ating  and  repairing  motor  vehicles. 

S.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COHFENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1320  to  $1560,  indusiye, 
with  standard  salary  rates  as  follows:  $1320,  $1440, 
$1560. 


OOOE  GROUP  (J  8) 

Bk%a0d  Labor  Berviee 

DefinUum:  CoOt  «ro«p 

l^e  tenn  Cook  Group  is  used  to  identify  tliose  authorized 
employmeixtB  of  the  Skilled  Labor  Service,  tiie  incombents  of 
which  are  required  to  prepare  and  cook  food,  or  supervise  other 
emj^yes  in  the  preparation  and  cooking  of  iood,  eitiier  in  a 
reBtaurant  or  for  employes  at  isolated  points  and  on  boats  and 
scows,  and  to  perform  such  other  work  as  may  be  directed. 
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OBADE  I  (J  8  I)  ^^.,^  ^^  Service 

TITLE  OE  POSmOHS  —  ^"^^  ^^^ 

COOK 
DUTIES  — 

The  duties  of  incumbentB  of  these  positions  are 
to  prepare  and  cook  food  for  employes  at  isolated  pwntfl 
and  on  boats  and  scows,  and  to  perform  such  other  work 
as  may  be  directed. 

QTT  ALIFICATIONS  — 

Persons  holding  these  positions  shall  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

OOHFEHSATIOH  — 

The  range  of  monthly  compensation  of  this  Grade 
for  full  time  service  is  from  $15  to  $50,  inclusive,  with 
standard  salary  rates  as  follows:  $15,  $20,  $25,  $30, 
$35,  $40,  $45,  $50. 

SPECIAL  BEGULATION  GOVEEHIirG  SALABT  RATES - 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 
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GEADEn  (jsn)  ^^.^  ^,^  ^^, 

TITLE  OP  POSITIONS-  ''''*  '^'^ 

CHEF 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
may  involve  supervision  of  assigned  employes,  are  to 
direct  and  assist  in  the  preparation  and  cooking  of  food 
in  a  restaurant  operated  by  the  Stata 

QTTALIPICATIOFS- 

1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COHPENSATION— 

The  range  of  per  diem  compensation  of  this  Grade 
is  from  $4.00  to  $5.00,  inclusive,  with  standard  salary 
rates  as  follows:     $4.00,  $4.50,  $5.00. 

SPECIAL  KEOULATION  OOVEBNING  SALABT  BATES— 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  shall  be  determined  by 
departments  on  the  basis  of  local  conditions,  subject  to 
the  rules  of  the  State  Civil  Service  Conunission. 


DIVER  GROUF  (J  ») 

BhiUed  Lobar  Bervioe 
Definition:  Div^r  Group 

The  term  Diver  Group  is  used  to  identii^  those  authorized 
employments  of  the  Skilled  Labor  Service^  the  inonmbents  of 
which  are  required  to  make  surveys,  investigations  and  repairs 
under  water. 
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OEADE  I  (J  9  I)  ^^,jj^  ^j^  servi^ 

TITLE  OF  POSITIONS  —  ^'''^  ^'^^ 

DIVERS  HELPER 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
operate  the  air  supply  pipe  and  signal  line,  to  interpret 
diver's  signals,  to  supervise  the  operation  of  the  air 
pump;  and  to  perform  such  other  duties  as  are  neces- 
sary to  insure  the  safety  of  diver  and  to  assist  him  in 
his  work. 

QUAUPICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  ^N'ot  less  than  one  year  of  experience  in  operating 
air  pumps  for  divers. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Orade 
for  full  time  service  is  from  $720  to  $900,  inclusive, 
with  standard  slary  rates  as  follows :  $720,  $780,  $840, 
$900. 

The  range  of  per  diem  compensation  of  this  Grade 
is  from  $2.50  to  $3.00,  inclusive,  with  such  intermediate 
rates  as  may  be  determined  pursuant  to  the  following 
r^nlation. 

SPECIAL  KEGTTLATION  GOVERNING  SALABT  EATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  shall  be  determined  by 
departments,  on  the  basis  of  local  conditions,  subject  to 
the  rules  of  the  State  Civil  Service  Commission;  pro- 
vided that  when  the  rates  are  annual  they  shall  oonfoim 
to  the  standard  annual  rates  established  above. 
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GRADE  n  (J  9  n)  ^,  .„^^  j^^^^  s^^^ 

TITIE  OF  POSITIONS  —  ^^^  ^^^^ 

DIVER 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
may  involve  supervision  of  other  employes,  are  to  make 
surveys,  investigations,  repairs;  to  handle  a  suction 
pump  in  the  removal  of  debris;  to  arrange  explosives 
in  blasting,  and  to  perform  other  work  of  a  related 
character,  under  water. 

QUALIFICATIONS  — 

1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $960  to  $1260,  inclusive, 
with  standard  salary  rates  as  follows:  $960,  $1020, 
$1140,  1260,  with  such  intermediate  rates  as  may  be 
determined  pursuant  to  the  following  r^ulation. 

SPECIAL  BEGULATION  OOVESNING  SALAST  BATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  shall  be  determined  by  de- 
partments, on  the  basis  of  local  conditions,  subject  to 
the  rules  of  the  State  Civil  Service  Commission. 


ELEOTBIOIAN  GBOUP  <J  10) 

Bkilled  Labor  Berviet 
Definition:  Electrician  Group 

The  term  Electrician  Group  is  used  to  identify  those  au- 
thorized employments  of  the  Skilled  Labor  Service,  the  incum- 
bents of  i^hidi  are  required  to  maintain  and  repair  electric  cir- 
cnitB^  to  install  wiring  for  new  circuits,  to  repair  generators^ 
znotors,  switchboards  or  electric  elevators,  or  to  operate  electrically 
driven  machinery. 
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GRADE  I  (J  10  I)  gj^,^  ^^  ^^ 

TITLES  OP  POSrnOHS  —  Electrician  Orcup 

WIEEMAN 
LOCK  OPERATOR 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
assist  in  or  perform  under  supervision,  work  in  main- 
taining and  repairing  electric  circuits,  installing  wiring 
for  new  circuits,  and  in  repairing  generators,  motors, 
switchboards  and  electric  elevators ;  or  to  operate  under 
supervision  electrically  driven  machinery. 

QUALIFICATIONS  — 

Persons  holding  these  positions  shall  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $840  to  $1140,  inclusive, 
with  standard  salary  rates  as  follows:  $840,  $900, 
$960,  $1020,  $1080,  $1140. 

SPECIAL  KEGULATION  GOVERNING  SALABT  SATES - 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  shall  be  determined  by 
departments,  on  the  basis  of  local  conditions^  subject 
to  the  rules  of  the  State  Civil  Service  Commissioit 
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*  '  Skilled  Labor  Service 

TITUa  OF  POSITIONS  —  Elecirician  Group 

ELECTRICIAN 

ASSISTANT  LOCK  MASTER* 

DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
may  involve  supervision  of  other  employes,  are  to  main- 
tain and  repair  electric  circuits,  to  install  wiring  for 
new  circuits ;  to  repair  generators,  motors,  switchboards 
and  electric  elevators ;  and  to  operate  electrically  driven 
machinery. 

QUALIFICATIONS  — 

Persons  holding  these  portions  shall  have: 

1.  Such  training  as  an  apprentice  as  may  be  locally 
stipulated. 

2.  Not  less  than  three  years  of  experience  as  a 
wireman  or  as  a  foreman  of  electrical  workers,  or  in 
work  of  equivalent  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1200  to  $1560,  inclusive, 
with  standard  salary  rates  as  follows:  $1200,  $1320, 
$1440,  $1560. 

SPECIAL    BEOULATION     GOVERNING    THE    KAZIHUH 
BATE  — 

The  maximum  salary  rate,  $1560,  shall  be  assigned 
only  to  positions  involving  supervisory  or  independent 
responsibility.  Such  rate  shall  be  designated  after  indi- 
vidual appraisal  under  the  rules  of  the  State  Civil 
Service  Commission,  indicating  that  tie  rate  so  deter- 
mined does  not  exceed  the  value  of  the  work  to  be 
performed. 

*  For  Lock  Master,  see  Grade  II,  Engineer  Group,  Professional  and  Sci- 
entific Service,  Title,  Junior  Assistant  Engineer  (Electrical). 
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SPECIAL  BEOTTLAnON  GOVEaHINO  SALAST  SATES— 

The  emtnuace  and  otiher  salary  rates  of  po8iti<»8 
classified  within  this  Grade  shall  be  determined  br  de- 
partments,  on  the  basis  of  local  eonditionSy  subject  to 
the  rules  of  the  State  Oivil  Service  Commission. 


ELEGTBIGAL  OPERATOR  AND  STEAM  ENOINEMAN 

OROUP  (J  11) 

Sfnlled  Labor  Service 
Definition:  Eleotrical  Operator  and  Steam  Wn^m^tnan  Oroup 

The  term  Electrical  Operator  and  Steam  Enginemiai  Group 
is  Txaed  to  identify  those  authorized  employments  of  the  Skilled 
Labor  Service,  the  incnmbents  of  which  are  required  to  operate 
and  repair  machinery  used  in  the  production  of  power,  heat  and 
light  in  buildings;  or  to  stoke  and  fire  boilers,  regulate  coal  feed, 
adjust  water  feed  and  clean  boilers,  and  to  perform  other  duties 
in  connection  with  the  operation  and  maintenance  of  power  plants. 
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OBADE  I  (J  11  I)  Bkilled  Labor  Servioe 

Eleoirioal  Openttor  and 
TITIES  OF  FOSITIOHS  —  steam  Engmeman  (Tnmp 

ASSISTANT    ELECTRICAL   OPERATOR   AND   STEAM 

ENGINEMAN 
FIREMAN  OF  BOILERS 

DITTIES— 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
may  involve  supervision  of  other  employes,  are  to  assist 
in  operating  and  repairing  boilers,  engines,  generators 
and  other  equipment  used  in  the  lighting,  heating,  ven- 
tilating and  elevator  service  of  a  building;  or  to  fire 
boilers,  weigh  and  make  record  of  coal  used,  regalate 
coal  feed,  break  fuel  beds,  adjust  water  feed  and  clean 
boilers. 

QUALIFICATIONS  — 

ASSISTANT    ELECTRICAL    OPERATOR    AND 
STEAM  ENGINEMAN 
Persons  holding  these  positions  shall  have: 

1.  Not  less  than  two  years  of  experience  in  oper 
ating  engines  and  electrical  machinery,  such  as  gener 
ators,  motors  and  switchboards. 

2.  Not  less  than  one  year  of  experience  as  a  fire- 
man of  boilers. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

FIREMAN  OF  BOILERS 

Persons  holding  these  positions  shall  have: 

1.  Such  qualifications  as  may  be  required  by  the 

State  Civil  Service  Commission. 

COHFEirSATION— 

ASSISTANT  ELECTRICAL  OPERATOR  AND 
STEAM  ENGINEMAN 
The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $840  to  $1080, 
inclusive,  with  standard  salary  rates  as  follows ;  $840, 
$900,  $960,  $1020,  $1080. 
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FIREMAN  OF  BOILERS 

The  range  of  aimual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $840  to 
$1020,  inclusive,  with  standard  salary  rates  as  follows: 
$840,  $900,  $960,  $1020. 

SPECIAL  BEGIFLATION  OOVERNINa  SALABT  SATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  shall  be  determined  bv 
departmmits,  on  the  basis  of  local  conditions,  subject  to 
the  rules  of  the  State  Civil  Service  Commission. 


692 

GRADE  n  (J  11  n)  BkiHed  Labor  Service 

Mlectriodl  Operator  omtf 

HTUE  OF  POSETIOHS  —  ateam  Engynmum  Gro^ 

ELECTRICAL  OPERATOR  AND  STEAM  ENGINEMAN 
DUTIES  — 

The  duties  of  incumbents  of  these  positions  are  to 
direct  and  be  responsible  for,  under  the  supervision  of 
an  eEDgineer,  the  work  of  a  shift  in  a  large  power  house; 
or  to  assume  entire  responsibility  of  a  small  power  plant 
operating  engines,  boilers,  generators  and  ol^er  equip- 
ment used  in  the  heating,  lighting,  ventilating  or  elevator 
service  of  a  building. 

QVAIIPICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  The  noinimum  qualifications  prescribed  for  the 
assistant  electrical  operator  and  steam  engineman  in 
Grade  I. 

2.  Not  less  than  two  years  of  service  in  Grade  I 
as  an  Assistant  Electrical  Operator  and  Steam  Engine- 
man,  or  if  appointed  otherwise  than  by  promotion  from 
Grade  I,  at  least  two  years  of  experience  in  similar  work 
of  Grade  I  character  and  standard. 

3.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPENSATION— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1140  to  $1440,  inclusive, 
with  standard  salary  rates  as  follows:  $1140,  $1200, 
$1320,  $1440. 

SPECIAL  BEOTTLATION  OOVEBNINO  SALABT  KATES  — 

The  entrance  and  other  salary  rates  of  positionB 
classified  within  this  Grade  shall  be  determined  by  de- 
partments, on  the  basis  of  local  conditions,  subject  to 
the  rules  of  the  State  Civil  Service  Commission. 


ELEVATORKAN  GROUP  (J  12) 

Skilled  Labor  Servioe 
Definition:  Blevatorman  Oraup 

The  term  Elevatorman  GPronp  is  used  to  identify  those  au- 
thorized employments  of  the  Skilled  Labor  Service,  the  incum- 
bents of  which  are  required  to  operate  electrical  or  hydraulic 
freight  or  passenger  elevators  and  to  do  incidental  work  in  direct- 
ing persons  visiting  public  buildings. 
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GRADE  I  (J  12  I)  ,,^^  ^^  ,^ 

TITIiE  OF  POSITIONS  —  Elevatorman  Group 

ELEVATORMAN 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
operate  electrical  or  hydraulic  freight  and  passenger 
elevators  and  to  do  incidental  work  in  directing  persons 
visiting  public  buildings. 

QVAIIPICATIONS  — 

Persons  holding  these  positions  shall  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COMPENSATION— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $720  to  $960,  inclusive^ 
with  standard  salary  rates  as  follows:  $720,  $780, 
$840,  $900,  $960. 


EXHIBIT  WORKER  GROUP  (J  13) 

Bkilled  Labor  Service' 
Definition :  EwhiM  Worker  Group 

The  term  Exhibit  Worker  Group  is  ufled  to  identify  those 
authorized  employments  of  the  Skilled  Labor  Service^  the  incum- 
bents of  which  are  required  to  perform  work  involved  in  the  pcusk- 
ing,  flipping  and  installing  of  departmental  exhibits  and  in  secur* 
ing  oo-operation  and  publicity  in  the  localities  in  which  the 
exhibits  are  to  be  given* 
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OEADE  I  (J  18  I)  BkUM  Labor  Serriee 
Eahibit  Worker  Onmp 

TITIE  OF  POSmOHB— 

EXHIBIT  WORKER 
DUTIES— 

Definition: 

The  duties  of  incumbeats  of  these  positLons,  which 
are  performed  under  direction,  are  to  pack,  ship  and 
install  departmental  exhibits,  to  arrange  for  publicity 
throu^  local  newspapers  and  officials^  to  distribute 
posters,  placards  and  hand  bills,  and  to  perform  other 
related  duties  in  stimulating  public  interest  in  depart- 
mental exhibits. 

QVAiniCATIOBS  — 

Persons  holding  these  positions  shaU  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Sendee  Commission. 

COMPEHSATIOK— 

The  range  of  annual  eompensatkm  of  this  Gnde 
for  full  time  service  is  from  $730  to  $900,  ineluave^ 
with  standard  salary  rates  as  foBows:  $TSO,  $780, 
$840,  $900. 


FISH  HATCHERY  FOREMAN  GROUP  (J  14) 

Fish  Hatchery  Foreman  Group 
Deftntiion:  Skilled  Labor  Service 

The  term  Fish  Hatchery  Foreman  Group  is  used  to  identify 
those  authorized  employments  of  the  Skilled  Labor  Service,  the 
incumbents  of  which  are  required  to  supervise  the  work  of  a  fish 
hatchery,  involving  the  breeding  and  feeding  of  fish. 
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GEADE  I  (J  14 1)  ^^^  j^^  s^^^ 

TITLE  OP  POSITIONS ^***  Hatchery  Foremam  Grwp 

FISH  HATCHERY  FOREMAN 
DITTIES  — 

DefinUion: 

The  duties  of  incumbents  of  these  positions  are  to 
supervise  the  work  of  a  fish  hatchery,  involving  the 
breeding  and  feedmg  of  fish. 

QUAIIPICATIOHS  — 

Persons  holding  these  positions  shaU  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission- 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $960  to  $1140,  inclusive, 
with  standard  salary  rates  as  follows:  $960,  $1020, 
$1080,  $1140. 


FLORIST  AND  OARDENEK  GROUP  (J  15) 

Skilled  Labor  Service 
Definiium:  ^^"^^  "**^  Gardener  Group 

The  term  Florist  and  Gardener  Group  is  used  to  identify 
those  authorized  employments  of  the  Skilled  Labor  Service,  the 
incumbents  of  which  are  required  to  propagate  and  cultivate  flow- 
ers, hardy  annuals,  hot  house  and  other  plants,  and  to  supervise 
or  assist  in  the  care  of  lawns  and  grounds. 
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GRADE  I  (J  15  I)  BkiUed  Lahar  Servie$ 

FlorUt  and  Oufdemer  Gfroup 

TITLE  OF  POSITIONS  — 

FLORIST  AND  GARDENER 

DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  poeati(»i8^  whidi 
may  involve  supervision  of  employes,  are  to  propagate 
and  cultivate  flowers,  hardy  annuals^  hot  house  and  o&er 
plants,  and  to  supervise  or  assist  in  the  care  of  lawns 
and  grounds. 

QUALIFICATIONS- 

Persons  holding  these  positions  shall  have: 
1.  tSueh  qualificatiaDS  as  may  be  roqiiired  by  the 
State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $960  to  $1200,  indusiTe, 
^th  standard  salary  rates  as  follows:  $960,  $1020, 
$1080,  $1140,  $1200. 

SPECIAL  REGULATION  OOYEBNINO  SALABT  KATES— 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  l^e  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do  not 
exceed  the  value  of  the  work  to  be  performed. 


JANITOR  GROUP  (J  16) 

Bkilled   Labor   Service 
Definition:  Jamitor  Gromp 

The  term  Janitor  Group  is  used  to  identify  those  autb<Mrized 
emplojmenta  of  the  Skilled  Labor  Service,  the  incumbents  of 
which  are  required  to  be  responsible  for  the  maintenance,  heat- 
ing, cleaning  general  care  and  protection  of  buildings  owned  by 
the  State  and  to  assist  in  keeping  order  and  in  directing  persons 
visiting  public  buildings. 
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GRADE  I  (J  16  I)  gj^^^  j^^  s^fvice 

TITLE  OF  POSITIONS  —  '^''"**'^  ^^^'^ 

JANITOR-CUSTODIAN 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
be  responsible  for  the  maintenance  and  cleaning  of 
buildings  controlled  by  the  State^  to  make  minor  repairs 
to  heating,  electrical  and  plumbing  equipment  where 
required,  to  assist  in  keeping  order  and  in  directing 
persons  visiting  public  buildings. 

air AIIFICATIONS  — 

Persons  holding  these  posiiions  shall  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $840  to  $1320,  inclusive, 
with  standard  salary  rates  as  follows:  $840,  $900, 
$960,  $1020,  $1080,  $1140,  $1200,  $1320. 

SPECIAL    REGULATION    OOVEBNINO    THE    LAST    TWO 
SALABT  BATES— 

The  last  two  salary  rates,  $1200  and  $1320,  shall 
be  assigned  only  to  positions  involving  supervisory  or 
independent  responsibility.  Such  rates  shall  be  design 
nated  after  individual  appraisal  under  the  rules  of  the 
State  Civil  Service  Commission,  indicating  that  the 
rate  so  determined  does  not  exceed  the  value  of  the  work 
to  be  performed. 


MACHINIST  GROUP  (J  17) 

Skilled   Labor   Service 
Definition:  Maohiniet  Oroup 

The  term  Machinist  Group  is  used  to  identify  those  au- 
thorized employments  of  the  Skilled  Labor  Service,  the  incum- 
bents of  which  are  required  to  repair,  erect,  assemble  or  dis- 
mantle machinery  or  parts  thereof,  such  as  pumps,  engines,  ele- 
vators, canal  locks,  bridges,  etc.,  and  to  make  other  minor  repairs 
requiring  a  machine  shop  training. 
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0RADEI(J17I)  sj^^u^  j^^  g,^ 

TITLE  OP  POSITIONS  —  MaoKin^Ui  Group 

BLACKSMITH  AND  MACHINIST  HELPER 
DITTIES— 

Dejinition: 

The  duties  of  incumbents  of  these  positions  are  to 
assist  in  the  making  or  shaping  of  iron  parts  or  tools 
used  in  building  construction,  and  in  the  repair  and 
maintenance  of  vehicles,  bridges,  locks,  boats,  etc.,  and 
to  perform  other  work  in  which  high  skill  of  the  craft 
is  not  required. 

Q  V  AUPICATIONS  — 

Persons  holdimg  ik^se  positions  shM  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COKPEHSATIOK— 

The  range  of  tmnuai  compensation  of  this  Grade 
foir  full  time  service  is  from  $540  to  $660,  inchum^ 
with  standard  salary  rftte»  as  follows :   $540,  $600,  $660. 

The  range*  of  per  diem  ccmipensation  of  this  Grade 
is  from  $2.00  to  $2.50,  inclusive,  with  sndli  interxnediate 
rates  as  may  be  determined  pursuant  to  the  follo^ring 
regulation. 

SPECIAL  BEOITLATION  OOVEBNINO  SALABT  EATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  shall  be  determined  bj 
departments,  on  the  basis  of  local  conditions,  subject  to 
the  rules  of  the  State  Civil  Service  Conmiission,  except 
that  when  the  rates  are  annual  they  shall  conform  to  the 
standard  annual  rates  established  abova 
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GRADE  n  (J  17  n)  ^^  .j,^  j^^  g^^^ 

TITLE  OF  POSITIONS  —  MoMmBi  Group 

MACHINIST 
DUTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions,  which 
may  involve  supervision  of  other  employes,  are  to  re^* 
pair,  erect,  assemble  or  dismantle  machinery  or  parts 
thereof,  such  as  pumpe,  engines,  elevators,  canal  locks, 
bridges,  etc.,  and  to  make  such  minor  repairs  of  parts 
requiring  a  machine  shop  training, 

QXrAUriCATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  Such  training  as  an  apprentice  as  may  be 
locally  stipulated. 

2.  Such  additional  qualifications  as  may  be  rer 
quired  by  the  State  Civil  Service  Commission- 

COMPENSATION  — 

The  range  of  anntud  compensation  of  this  Grade 
for  full  time  service  is  from  $900  to  $1440,  inclusive, 
with  standard  salary  rates,  as  follows:  $900,  $960, 
$1020,  $1080,  $1140,  $1200,  $1320,  $1440. 

The  range  of  per  diem  compensation  for  this  Grade 
is  from  $3.00  to  $5.00,  inclusive,  with  such  intermediate 
rates  as  may  be  determined  pursuant  to  the  following 
regulation. 
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8PE0IAI    BEaULATIOH    OOTEBHIHO    THE    LASI   TWO 
BATES  — 

The  last  two  salary  rates^  $1320,  and  $1440, 
be  assigned  only  to  positions  involving  supemsory 
or  independent  responsibility.  Such  rates  shall  be  deflig- 
nated  after  individual  appraisal  under  the  rules  of  the 
State  Civil  Service  Commission,  indicating  that  the 
rate  so  determined  does  not  exceed  the  value  of  the 
work  to  be  performed. 

SPECIAL  BEGULATIOH  OOTEBHIHa  SALABY  BATES  — 


The  entrance  and  other  salary  rates  of  positioDfl 
classified  within  this  Qrade  shall  be  detennined  by  de- 
partments, on  the  basis  of  local  conditions^  subject  to 
the  rules  of  the  State  Civil  Service  Commission;  pro- 
vided that  when  the  rates  are  annual  they  shall  ccnfonn 
to  the  standard  annual  rates  established  above. 


MAOHINE  WORKER  GROUP  (J  18) 

Skilled   Labor   Service 
Definition:  MariM  Worker  Group 

The  term  Marine  Worker  Oroup  is  used  to  identify  those 
authorized  employments  of  the  Skilled  Labor  Service,  the  incum- 
bents of  which  are  required  to  have  special  training  in  the  navi- 
gation of  steam  or  mechanically  propelled  craft,  and  to  perform 
services  pertaining  to  the  operation  of  water  craft 
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GRADE  I  (J  18  I)  ^^^^  ^^  g^ 

TITLES  OP  POSITIONS  -  ^*^  ^^'^'^^  ^' 

MARINE  FIREMAN 
DREDGE  OPERATOR 
MATE 
DITTIES  — 

MARINE  FIREMAN 
DefirUtion: 

The  duties  of  incumbeats  of  these  positions  are  to 
maintain  proper  steam  pressure  in  marine  boilers,  to 
regulate  water  feed  and  to  operate  the  engines  of  small 
craft,  which  do  not  come  under  the  regulations  of  the 
Federal  Department  of  Commerce  and  Labor. 

DREDGE  OPERATOR 
Definitiim: 

The  duties  of  incumbents  of  these  positions  are  to 
operate  the  engines  and  other  mechanical  devices  used 
in  removing  sand;  mud  and  debris  from  the  channels  of 
navigation. 

MATE 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
direct  and  supervise  the  work  of  subordinate  employes, 
to  manipulate  the  steering  wheel  and  signal  apparatus 
when  required,  and  to  assist  the  Captain  or  Pilot,  gen- 
erally^  in  the  management  of  the  boat 

aUAUPICATlONS  — 

Persons  holding  these  positions  shall  have: 
1.  Such  qualifications  as  may  be  required  bj  the 
State  Civil  Service  Commission. 

COMPENSATION— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $720  to  $1140,  inclusive 
with  standard  salary  rates  as  follows:  $720,  $780, 
$840,  $900,  $960,  $1020,  $1080,  $1140. 
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The  range  of  per  diem  compensatLon  of  this  Grade 
is  from  $2.50  to  $4.00  inclusive,  with  such  intermediate 
rates  as  may  be  determined  pursuant  to  the  following 
regulation : 

SPECIAL  BEGXTLAHON  GOVERnDTG  SALABY  SATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Orade  shall  be  determined  by  de- 
partments, on  the  basis  of  local  conditions,  subject  to 
the  rules  of  the  'State  Civil  Service  Commission;  pro- 
vided that  when  the  rates  are  annual  they  shall  conform 
to  the  standard  annual  rates  established  ab(ivi% 
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GRADE  n  (J  18  n)  5fc,.„^  ^^  smic 

TITLES  OP  POSITIONS  —  Marine  Worker  Oroup 

CAPTAIN 
PILOT 

MARINE  ENGINEMAN 
DUTIES— 

CAPTAIN 

PILOT 

Definiiian: 

The  duties  of  incumbents  of  these  positions  are  to 
command  or  steer  craft  used  in  the  transportatuHi  of 
passengers  or  freight  or  in  construction  work;  to  tow 
scows  or  dredges  and  to  supervise  work  in  c(Hm6Ction 
with  same. 

MARINE  ENGINEMAN 
Definiiian: 

The  duties  of  incumbents  of  these  positions  are  to 
operate  engines  and  assume  responsibility  for  engiBOs 
and  boilers  on  craft  coming  within  the  jurisdiction  of 
the  Federal  Department  of  Commerce  and  Labor. 

QVAIIPICATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  Such  qualifications  as  may  be  required  bj  the 
Federal  Department  of  Commerce  and  Labor. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COHPESSATION— 
CAPTAIN 
PILOT 

The  range  of  annual  compensation  of  these  posi- 
tions in  this  Grade  for  full  time  service  is  from  $900  to 
$1660,  inclusive,  with  standard  salary  rates  as  follows: 
$900,  $960,  $1020,  $1080,  $1140,  $1200,  $1320,  $1440, 
$1660. 

MARINE  ENGINEMAN 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $1320  to 
$1660,  inclusive,  with  standard  salary  rates  as  follows: 
$1320,  $1440,  $1660. 
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SPECIAL  BEOULATION  GOVEBimrG  8ALABY  SATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  shall  be  determined  by  de- 
partments; on  the  basis  of  local  conditions^  subject  to 
the  roles  of  the  State  Oivil  Service  Commission. 


MARITIME  HEALTH  GUARD  GROUP  (J  19) 

SkiUed  Labor  Service 
Definition:  MoHtime  Health  Chtard  Group 

The  term  Maritime  Health  Guard  Group  is  used  to  identify 
those  authorized  employments  of  the  Skilled  Labor  Service,  the 
incumbents  of  which  are  required  to  count  and  arrange  passengers 
and  crews  on  vessels  for  medical  inspection,  to  perform  or  super- 
vise disinfections  and  fumigations  of  vessels,  to  exercise  police 
authority  in  enforcing  the  provisions  of  the  Qiiarantine  Law,  to 
perform  incidental  clerical  work  and  such  other  related  duties  as 
may  be  assigned. 
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GRADE  I  (J  19  I)  BkOUd  Labor  Service 

Maritime  Health  Chtard  Oroup 

TITLE  OF  POSITIONS— 

MAEITIME  HEALTH  GUARD 

DUTIES  — 

DefirUtum: 

The  duties  of  incumbents  of  these  positions  are  to 
count  and  arrange  passengers  and  crews  on  vesseis  for 
medical  inspection,  to  perform  or  sapendse  disinfections 
and  fumigations  of  vessels^  to  exercise  police  authority 
in  enforcing  the  provisions  of  the  Quarantine  Law,  to 
perform  incidental  clerical  work  and  such  other  related 
duties  as  may  be  assigned. 

QVALmCATIOnS  — 

Persons  holding  these  positions  shall  have: 

1.  iNTot  lees  tiian  one  year  of  eaq)eri6noe  in  work 
affording  an  opportunity  to  become  familiar  with  the 
type  of  work  covered  in  the  position  to  be  filled. 

2.  Such  tuiditional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPENSATION- 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $840  to  $1080,  induslve, 
with  standard  salary  rates  as  follows:  $840^  $900, 
$960,  $1020,  $1080. 


MISCELLANEOUS  SKILLED  LABORER  GROUP  (J  20) 

Skilled   Lobar   Service 
Definition:  MisoeUaneoui  Skilled  Laborer  Group 

The  term  Miscellaneous  Skilled  Laborer  Group  is  used  to 
identify  those  authorized  employments  of  the  Skilled  Labor  Serv- 
ice, the  incumbents  of  which  are  required  to  perform  manual 
work  requiring  skill  in  a  trade  or  handicraft,  which  is  not  defined 
in  other  skilled  Labor  Groups,  or  to  supervise  the  performance  of 
work  which  may  or  may  not  be  included  in  the  other  Groups  of  the 
Skilled  or  Unskilled  Labor  Services. 
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ORADBI(J20I)  8kUM  Labor  Service 

TITLE  OF  P08ITI0S8 MUoellaneoua  Skilled  Ldhorer  Qrouf 

MISCELLANEOUS  SEILLED  LABORER 
SXJTIES— 

Definitian: 

The  duties  of  incumbents  of  tihese  positions  are  to 
perform  manual  work  requiring  skill  in  a  trade  or 
handicraft  which  is  not  defined  in  other  Groups  of  tins 
Service,  or  to  supervise  the  performance  of  woi^  which 
may  or  may  not  be  included  in  the  other  Groups  of  the 
Skilled  or  Unskilled  Labor  Service. 

aVAUFICATIOiro  — 

Persons  holding  these  positions  ahaU  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COHFEHSATION— 

The  range  of  anniuU  compensation  of  this  Grade 
for  full  time  service  is  from  $720  to  $1440,  inclusive^ 
with  standard  salary  rates  as  follows:  $720,  $780, 
$840,  $900,  $960,  $1020,  $1080,  $1140,  $1200,  $1320, 
$1440. 

The  range  of  per  diem  compensation  of  this  Grade 
is  from  $2.25  to  $5.00,  inclusivi^,  with  such  inteimediate 
standard  rates  as  may  be  determined  pursuant  to  the 
following  regulation. 

SPECIAL  BEGTTLATION  OOVEBNINO  SALABY  RATES— 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  shall  be  determined  by  de- 
partments, on  the  basis  of  local  conditions,  subject  to 
the  rules  of  the  State  Civil  Service  Oommission;  pro- 
vided that  when  the  rates  are  annual  they  shall  confonn 
to  the  standard  annual  rates  established  abova 


NURSERY  FOREMAN  GROUP  (J  21) 

Skilled  Labor  Service 
Definition:  Nurgery  Foreman  Group 

Tho  term  Nursery  Foreman  Group  is  used  to  identify  those 
authorized  employments  of  the  Skilled  Labor  Service,  the  incum- 
beoitB  of  T^iich  are  required  to  supervise  and  make  seed  beds, 
to  cultivate,  transplant  and  prepare  plants  for  shipment^  to  per- 
foim  other  related  work,  and  to  give  instruction  in  these  and  re- 
lated subjects  at  fairs  and  Farmers'  Institutes. 
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0RADBI(J21I)  ^^j^    ^^^    Service 

TITLE  OP  POSmOHS  — -  Nurtery  Foremam  Gnuf 

NURSERY  FOREMAN 
DUTIES — 

Definition: 

The  duties  of  incuinbents  of  these  positions  are  to 
supervise  and  make  seed  beds;  to  cultivate,  transplant 
and  prepare  plants  for  shipment ;  to  give  instruction  in 
these  and  related  subjects  at  fairs  and  Farmers'  Insti- 
tutes, and  to  perform  other  related  work. 

QVAUPICATIONS  — 

Persons  holding  these  positions  shall  have: 
1.  Such  qualifications  as  may  be  required  bv  the 
State  Civil  Service  Commission. 

COHPEHSATIOH— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $720  to  $960,  indusive^ 
with  standard  salary  rates  as  follows:  $720,  $780, 
$840,  $900,  $960. 

SPECIAL  kegttlahoh  GOVEBirnro  salaby  rates— 

The  entrance  and  other  salary  rates  of  positioni 
classified  within  this  Grade  shall  be  determined  by  de- 
partments on  the  basis  of  local  conditions,  subject  to  the 
rules  of  the  State  Civil  Service  Commission. 


PAINTER  GROUP  (J  22) 

SkiUed  Labor  Service 
Definition:  Pamter  Cfraup 

The  term  Painter  Group  is  used  to  identify  those  authorized 
employments  of  the  Skilled  Labor  Service,  the  incumbents  of 
which  are  required  to  perform  work  pertaining  to  the  painting 
trade  and  its  allied  specialties,  such  as  lettering,  decorating  and 
striping. 
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GRADE  n  (J  18  n)  skiUed   LaJ>or  Senic. 

TITLES  OP  POSITIONS  —  Marine  Worker  Qnmp 

CAPTAIN 
PILOT 

MARINE  ENGINEMAN 
DUTIES— 

CAPTAIN 

PILOT 

DefinUion: 

The  duties  of  incumbents  of  these  positions  are  to 
command  or  steer  craft  used  in  the  transportation  of 
passengers  or  freight  or  in  construction  work;  to  taw 
scows  or  dredges  and  to  supervise  work  in  connection 
with  same. 

MARINE  ENGINEMAN 
DefmUion: 

The  duties  of  incumbents  of  these  positions  are  to 
operate  engines  and  assume  responsibility  for  engines 
and  boilers  on  craft  coming  within  the  jurisdiction  of 
the  Federal  Department  of  Conunerce  and  Labor. 

QVAUPICATIONS  — 

Persons  holding  these  positions  shoJl  have: 

1.  Such  qualifications  as  may  be  required  by  the 
Federal  Department  of  Commerce  and  Labor. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COHPESSATION— 
CAPTAIN 
PILOT 

The  range  of  annual  compensation  of  these  posi- 
tions in  this  Grade  for  full  time  service  is  from  $900  to 
$1660,  inclusive,  with  standard  salary  rates  as  follows: 
$900,  $960,  $1020,  $1080,  $1140,  $1200,  $1320,  $1440, 
$1560. 

MARINE  ENGINEMAN 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $1320  to 
$1660,  inclusive,  with  standard  salary  rates  as  follows: 
$1320,  $1440,  $1560. 
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SPECIAL  BEOULATION  OOVEBimfO  SALABT  KATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  shall  be  determined  bj  de- 
partmentSy  on  the  basis  of  local  conditions,  subject  to 
the  roles  of  the  State  Civil  Service  Commission. 


MARITIME  HEALTH  GUABD  GROUP  <J  19) 

Skilled  Labor  Service 
Definition:  Uwritime  Health  Qwurd  Group 

The  term  Maritime  Hoalti  Gnaxd  Group  is  used  to  identify 
lihose  authorized  employments  of  the  Skilled  Labor  Service,  the 
incumbents  of  which  are  required  to  count  and  arrange  passengers 
and  crews  on  vessels  for  medical  inspection,  to  perform  or  super- 
vise disinfections  and  fumigations  of  vessels,  to  exercise  police 
authority  in  enforcing  the  provisions  of  the  Quarantine  Law,  to 
perform  incidental  clerical  work  and  such  other  related  duties  as 
may  be  assigned. 
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OBADE  I  (J  19  I)  SkiUed  Labor  Bervioe 

Maritime  Health  Guard  Qraef 

TITLE  OF  POSITIONS— 

MARITIME  HEALTH  GUARD 

DUTIES— 

Definition: 

The  duties  of  incumbeoits  of  these  poedtions  are  to 
count  and  arrange  paflsengeoiB  aad  crews  on  yesBels  for 
medical  inspection^  to  perform  or  supervise  disinfectiozifl 
and  fumigations  of  veseels^  to  exercise  police  auliiori^ 
in  enforcing  the  provisions  of  the  Quarantine  Law,  to 
perform  incidental  clerical  work  and  such  other  related 
duties  as  may  be  assigned. 

QVAimCATIONS  — 

Persons  holding  these  positions  shall  have: 

1.  !Not  less  than  one  year  of  eaq>erienoe  in  work 
affording  an  opportunity  to  become  familiar  with  the 
type  of  work  covered  in  the  position  to  be  filled. 

2.  Such  ^ditional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMFEnrSATION— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $840  to  $1080,  indusLve^ 
with  standard  salary  rates  as  follows:  $840,  $900, 
$960,  $1020,  $1080. 


mSCELLANEOUS  SKILLED  LABORER  GROUP  <J  20) 

Skilled   Ldl>or   Service 
Definition:  MieoeikMeovM  Skilled  Laborer  Group 

The  term  Miscellaneous  Skilled  Laborer  Group  is  used  to 
identify  those  authorized  employments  of  the  Skilled  Labor  Serv- 
ice, the  incumbents  of  which  are  required  to  perform  manual 
work  requiring  skill  in  a  trade  or  handicraft,  which  is  not  defined 
in  other  skilled  Labor  Groups,  or  to  supervise  the  performance  of 
work  which  may  or  may  not  be  included  in  the  other  Groups  of  the 
Skilled  or  Unskilled  Labor  Services. 

715 


710 

OBADEI(J20I)  BkUlea  La^  B.n^ 

TITLE  OF  PnOTTIOSS  Miacellaneoua  Skilled  Lahorer  Onmp 

MISCELLANEOUS  SKILLED  LABORER 
DTTTEBS  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
perform  manual  work  requiring  skill  in  a  trade  or 
handicraft  which  is  not  defined  in  other  Groups  of  this 
Service,  or  to  supervise  the  performance  of  woriL  which 
maj  or  may  not  be  included  in  the  other  Groups  of  the 
Skilled  or  Unskilled  Labor  Service; 

Q  VAimCATIONS  — 

Persons  holding  these  positions  ihall  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COHPiOirSATIOir— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $720  to  $1440,  inclusive^ 
with  standard  salary  rates  as  follows:  $720,  $780, 
$840,  $900,  $960,  $1020,  $1080,  $1140,  $1200,  $1320, 
$1440. 

The  range  of  per  diem  compensation  of  this  Grade 
is  from  $2.25  to  $5.00,  inclusive,  with  suc^h  intermediate 
standard  rates  as  may  be  determined  pursuant  to  the 
following  r^ulation. 

SPECIAL  BEOITLATION  OOVEENINO  SALABY  KATES— 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  shall  be  determined  by  de- 
partments, on  the  basis  of  local  conditions,  subject  to 
the  rules  of  the  State  Civil  Service  Commission;  prch 
vided  that  when  the  rates  are  annual  they  shall  confcHin 
to  the  standard  annual  rates  established  abova 


NURSERY  FOREUAN  GROUP  (J  21) 

Skilled  Labor  Bervice 
Definition:  Nursery  Foreman  Qroup 

The  term  Nurseiy  Foreman  Gronp  is  used  to  identify  those 
authorized  employments  of  the  Skilled  Labor  Service,  the  incmn- 
bemtB  of  Tdiich  are  required  to  supervise  and  make  seed  beds, 
to  cultivate,  transplant  and  prepare  plants  for  shipment,  to  per^ 
form  other  related  work,  and  to  give  instruction  in  these  and  re> 
lated  subjects  at  fairs  and  Farmers'  Institutes. 
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FBEPASATOR  GROUP  <J  25) 

BkiUed  Labor  Berviet 
Definition:  Pnpanior  Group 

The  term  Preparator  Gioap  is  used  to  identify  those  author- 
ized empIoTQieato  of  the  Skilled  Labor  Servioe,  the  incumbents 
of  whidi  are  required  to  prepare  and  mount  foesilg  or  olJier  speci- 
mens,  to  make  modeb^  plaster  casts  and  maps  or  to  perform 
other  duties  in  connection  with  the  preparation  and  rq>air  of 
material  for  museum  display. 
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730 
GEADBI  (J26I)  ^^^^  j^^  g^^ 

TITLE  OP  POSETIOHS—  Freparatar  Oraup 

PREPARATOR 
DUTIES— 

DefintUon: 

The  duties  of  incumbents  of  these  positions  are  to 
prepare  and  mount  fossils  or  other  specimens,  to  make 
models,  plaster  casts  and  maps  or  to  perform  other  duties 
in  connection  with  iJie  preparation  and  repair  of  material 
for  museum  display. 

QVAimCATIOHS  — 

Persons  holding  these  positions  shall  have: 
1.  Such  qualifications  as  may  be  required  bj  the 
State  Civil  Service  Commission. 

COHPEHSATIOir— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $840  to  $1200,  inclusive, 
with  standard  salary  rates  as  follows:  $840,  $900, 
$960,  $1020,  $1080,  $1140,  $1200. 

SPECIAL    SEOTTLATION     OOVEBNIHO    THE     KAZDnTK 
KATE  — 

The  maximum  salary  rate,  $1200,  shall  be  assigned 
only  to  positions  involving  supervisory  or  independent 
responsibility.  Such  rate  shall  be  designated  after* 
individual  appraisal  under  iJie  rules  of  the  State  Civil 
Service  Commission,  indicating  that  the  rate  so  deter 
mined  does  not  exceed  the  value  of  the  work  to  be  pap- 
formed. 


PBINTEB  GROUP  (J  26) 

ShiUed  Labor  8ervio€ 
DeftmUon:  PHnter  Gronp 

The  term  Printer  Group  is  used  to  identify  thoee  authorized 
employments  of  the  Skilled  Labor  Senrioe,  the  incumbents  of 
which  are  required  to  perform  work  pertaining  to  the  printing 
trade. 
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GEADEI(J26I)  BkOU,  La6ar  B^ 

TITLE  OP  posrnoNS—  ^"^"^  ^^^^ 

APPRENTICE  TO  COMPOSITOR 

DUTIES— 

DefiivUion: 

The  duties  of  incninbents  of  these  positions  are  to 
assist  a  compositor  by  setting  type  and  attending  to  a 
press  when  printing. 

Qir AimCATIOHS  — 

Persons  holding  these  posUions  AaU  home: 
1.  Such  qualifications  as  may  be  required  by  ^ 
State  Civil  Service  Commission. 

COXFEIIBAXIDX— 

The  range  of  annual  compensation  of  this  Grade 
for  foil  time  service  is  £rom  $600  to  $730,  inehaTe, 
with  standard  salary  rates  as  follows:  $600,  $660, 
$720. 
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ORADEH  (J28n)  ^^^  ^^^  ^^^^ 

TITIE  OP  POSITIOHS—  ^'^'**^  ^^'^ 

COMPOSITOR  (EXAMINATION  PAPERS) 
BITEIES— 

Defimtion: 

The  duties  of  incumbents  of  these  positions  are  to 
distribute  and  set  up  type,  prepare  forms  and  operate 
printing  machinery  in  the  preparation  of  examination 
papers,  to  read  proof  thereof  and  correct  errors  therein. 

aVAimCATIOHS  — 

Persons  holding  these  positions  shall  have: 
1.  Such  qualificationa  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COHPENSATIOir— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  seryice  is  from  $1200  to  $1560,  inclusive, 
with  standard  salary  rates  as  follows:  $1200,  $1320, 
$1440,  $1560. 


SEAMSTRESS  GROUP  (J  27) 

BkUM  Labor  Service 
Definition:  SeamMtreMM  Oraup 

The  term  SeaiUBtress  Group  is  used  to  identify  those  authorized 
employments  of  the  Skilled  Labor  Servio^  the  incumbents  of 
^ich  are  required  to  make  and  repair  flags,  shades^  sew  carpetSi 
curtains^  portieres^  etc.,  and  perform  other  related  work. 
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GRADE  I  (J  27  I)  BkiUed  Lahm-  B$me$ 

Beamttrew  Group 

TITLE  OF  F0SITIOH8— 

SEAMSTRESS 
DITTIES— 

Definition: 

The  duties  of  incumbeats  of  these  positions  are  to 
make  and  repair  fla^  shades,  sew  carpets^  curtains^ 
portieres,  etc.,  and  perform  other  related  work. 

aXTAUFICATIOHS— 

Persons  holding  these  positions  AaU  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COHFENSATIOH  — 

The  range  of  anniuU  oampensation  of  this  Grade  for 
full  tizae  service  is  from  $480  to  $540,  inclusive^  with 
standatrd  salary  rates  aa  follows:    $480,  $540. 

The  range  of  per  diem  compensaidon  of  this  Grads 
is  from  $1.75  to  $2.00,  inclusive^  with  standard  aalxrj 
rotes  as  follows:    $1.75^  $2.00. 


SHEET   METAL   WORKSB   AND    ROOFER    GROUP 

(J  28) 


SkiUed  Labor 
Definition:  Sheet  Metal  Worker  and  Roofer  Group 

The  term  Sheet  Metal  Worker  and  Roofer  Qroup  is  used  to 
identify  those  authorized  employments  of  the  Skilled  Labor  Serv- 
ice,  the  incumbents  of  which  are  required  to  repair  and  lay  tin, 
copper  or  slate  roof s^  to  make  or  repair  leaders^  gutters  and  flash- 
ings used  on  buildings,  and  to  manufacture  or  repair  articles 
made  of  sheet  metaL 
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OBADB  I  (J  28 1)  gj^^^^^  j^^^^  g^^^^ 

TITLE  OF  POSITIONS ^SfTbee^  Metal  Worker  and  Roofer  Group 

ROOFERS  HELPER  AND  RIGGER 

DUTIES— 

DefirUtion: 

The  duties  of  incumbents  of  these  positions  are  to 
assist  in  repairing  tin,  copper  or  slate  roof  and  in  nuJdsg 
and  repairing  gutters,  leaders  and  flashings;  to  erect 
derricks,  rigging,  scaffolds,  and  to  perform  other  work 
in  which  rope  appliances  are  used. 

air AII7ICATI0NS  — 

Persons  holding  these  positions  shall  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COHFEHSATIOV— 

The  range  of  anmuU  compensation  of  this  Grade 
for  full  time  service  is  from  $900  to  $1080,  incluBive, 
with  standard  salary  rates  as  follows:  $900,  $960, 
$1020,  $1080. 

The  range  of  per  diem  compensation  of  this  Grade 
is  from  $2.76  to  $3.50,  inclusive,  with  such  inter^ 
mediate  rates  as  may  be  determined  pursuant  to  the 
following  regulation. 

SPECIAL  BEOITLATION  OOVEBNIHO  SALABT  SATES- 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Orade  shall  be  determined  by 
departments,  on  the  basis  of  local  conditions,  subject  to 
the  rules  of  the  State  Civil  Service  Commission;  pro- 
vided that  when  the  rates  are  annual  thev  shall  conform 
to  the  standard  annual  rates  established  abova 
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COADB  n  ( J  28  n)  SkiXUd  Lalor  Service 

TITLE  or  POSITIONS ^*^^*  Metal  Worker  and  Roofer  Chroup 

SHEET  METAL  WORKER  AND  ROOFER 

DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
repair  and  lay  tin,  copper  or  slate  roofs,  to  make  or 
repair  leaders,  gutters  and  flashings,  and  to  manufacture 
and  repair  articles  made  of  sheet  metal,  and  to  peorform 
other  related  work. 

air AII7ICATI0NS  — 

Persons  holding  these  positions  shall  have: 

1.  Such  training  as  an  apprentice  as  may  be  locally 
stipulated. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COHFENSATIOV— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1200  to  $1440,  inclusive, 
with  standard  salary  rates  as  follows:  $1200,  $1320, 
$1440. 

The  range  of  per  diem  compensation  of  this  Grade 
is  from  $4.00  to  $5.00,  inclusive,  with  such  intermediate 
rates  as  may  be  determined  pursuant  to  the  following 
regulation. 

SPECIAL  BEOITLATION  OOVEBNINO  SAIAST  BATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  shall  be  determined  by 
departments,  on  the  basis  of  local  conditions,  subject  to 
the  rules  of  the  State  Civil  Service  Commission;  pro- 
vided that  when  the  rates  are  annual  they  shall  conform 
to  the  standard  annual  rates  established  abova 


STEAM  ROLLER  ENGINEMAN  GROUP  (J  29) 

BhiUed  Lohot  Berviee 
Definition:  ^**^  ^"^^  Bngineman  Group 

The  tenn  Steam  KoUer  Engineman  Group  is  used  to  identify 
those  authorized  employments  of  the  Skilled  Labor  iService,  the 
incumbents  of  which  are  required  to  operate  and  repair  steam 
rollers  used  in  building  or  resurfacing  macadam  roads,  asphalt^ 
bitulithic  or  other  bituminous  street  or  hi^way  surfaces. 
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GRADE  I  (J  29  I)  BkiUed  Labor  Service 

Steam  BoUer  Engmeman  Growp 

TITLE  OF  POSITIONS  — 

STEAM  ROLLER  ENGINEMAif 

DITTIES— 

Definition: 

The  duties  of  incumbenta  of  these  positions  are  to 
operate  and  repair  steam  rollers  used  in  building  or 
resurfacing  macadam  roads,  asphalt^  bitulithic  or  other 
bituminous  street  or  highway  surfaces. 

QXTAIIFICATIONS  — 

Persons  holding  these  positions  shaZl  have: 

1.  At  least  one  year  of  experience  in  operating  a 
steam  roller  on  highway  work  or  in  the  street  department 
of  a  municipality. 

2.  Such  additional  qualifications  as  may  be  re- 
quired by  the  State  Civil  Service  Commission. 

COMPENSATION- 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $900  to  $1020,  inclimTe^ 
with  standard  salary  rates  as  follows:  $900,  $960, 
$1020. 

The  range  of  per  diem  compensation  of  this  Grade 
is  from  $3.00  to  $3.50,  inclusive,  with  such  intermediate 
rates  as  may  be  determined  pursuant  to  the  following 
regulation: 

SPECIAL  KEOXTLATION  OOVESNINO  SALABT  BATES— 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  grade  shall  be  determined  by  de- 
partments, on  the  basis  of  'local  conditions^  subject  to 
the  roles  of  the  State  Civil  Service  Oonmiiasion;  pro- 
vided that  when  the  rates  are  annual  thev  shall  confonn 
to  the  standard  annual  rates  established  above. 


STONE  MASON  AND  STONECUTTER  GROUP  (J  30) 

SkilUd  Labor  Service 
Definition:  stone  Maaon  and  Stoneo^ter  Oroup 

The  term  Stone  Mason  and  Stonecutter  Group  is  used  to 
identify  those  authorized  employments  of  the  Skilled  Labor  Serv- 
ice, the  incumbents  of  which  are  required  to  cut,  lay,  dress  and  set 
granite,  limestone  and  other  hard  stones  for  curbs,  walks  and  steps, 
to  set  tiles,  and  to  polish  stone  masonry. 
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GRADE  I  (J  80 1)  ^,,^  j^  ,^^ 

TTTTiS  OF  PQSTTTQITS  Bton6  Mtuon  and  8ton€cutt€T  Qfowp 

STONE  MASON  AND  STONE  CUTTER 
DTTTIES  — 

Definiiian: 

The  duties  of  incumbents  of  these  positions  are  to 
cut^  lay^  dress  and  set  granite,  limestone  and  other  hard 
stones  for  curbs,  walks  and  steps,  to  repair  tile  and 
marble  floors  and  to  polish  stone  masonry. 

aXTALIFICATIONS  — 

Persons  holding  these  positions  shall  hat  «*; 

1.  Such  training  as  an  apprentice  as  may  be  locally 
stipulated. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COMPENSATION  — 

The  range  of  anniuU  compensation  of  tibis  Grade 
for  full  time  service  is  from  $1200  to  $1560,  indusiTe, 
with  standard  salary  rates  as  follows:  $1200,  $1320, 
$1440,  $1560. 

The  range  of  per  diem  compensation  of  this  Grade 
is  from  $4.00  to  $5.50,  inclusive,  with  such  intermediate 
rates  as  may  be  determined  pursuant  to  the  following 
regulation. 

SPECIAL  BEOTJLATION  OOVEBNINO  SALABT  SATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  shall  be  determined  by 
departments,  on  the  basis  of  local  conditions,  subject  to 
the  rules  of  the  State  Civil  Service  Commission;  pro- 
vided that  when  the  rates  are  annual  they  shall  conform 
to  the  standard  annual  rates  established  abova 


TAXIDERMIST  GROUP  (J  31) 

Skilled  Labor  Service 
Definition:  TaaidermMt  Group 

The  term  Taxidermist  Group  is  used  to  identify  those  Author- 
ized employments  of  the  Skilled  Labor  Service,  the  incumbents 
of  which  are  required  to  mount  dead  birds,  fishes  and  animals  in 
a  lifelike  manner  for  the  purpose  of  exhibition. 
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QBADB  I  (J  81 1)  gj^^^^  j^^^  g^^^ 

TITLE  OP  FOSETIOire Tawidermitt  Grrap 

TAXIDEEMIST 
DUTIES— 

DefinUion: 

The  duties  of  incumbents  of  these  positions  are  to 
mount  dead  birds,  fishes  and  animals  for  the  purpose 
of  exhibition  and  to  be  responsible  for  the  care  of  sama 

aiTAIinCATIONS  — 

Persons  holding  these  posUions  shall  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COMFEHBATION  — 

The  range  of  annual  oompensation  of  this  Grade 
for  full  time  service  is  from  $840  to  $1200,  inclusiTe^ 
with  standard  salary  rates  as  follows:  $840,  $900, 
$960,  $1020,  $1080,  $1140,  $1200. 


TECHNICAL  ASSISTANT  GROUP  (J  32) 

BkiUed  Labor  Bervioe 
Definition:  Technical  Aatistant  Oroup 

The  term  Technical  Assistant  Group  is  used  to  identify  those 
authorized  employments  of  the  Skilled  Labor  Service^  the  incum- 
bents  of  which  are  required  to  perform,  under  supervision,  simple 
technical  laboratory  procedure  not  requiring  specialized  educa- 
tional training. 
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GRADE  I  (J  82  I)  BkiUed  Lobar  Bervict 

TeehmetU  AMntUmt  Qrwp 

TITLE  OF  FOSITIOIT— 

TECHNICAL  ASSISTANT 
DITTIES  — 

Definition: 

The  dutieB  of  incumbezitB  of  these  positions  aie  to 
perform,  under  supervision,  the  technical  duties  for 
which  they  have  qualified,  in  the  routine  and  research 
work  of  a  pathological,  hacteriological,  serological  or 
chemical  laboratory. 

aXTAUFICATIONS— 

Persons  holding  these  positions  shall  have: 

1.  Not  less  than  two  years  of  training  and  experi- 
ence in  a  laboratory  of  reoognized  standing  in  work 
affording  opportunity  to  become  familiar  with  technical 
laboratory  procedure,  but  not  requiring  high  educational 
qaalifioatiana 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Commission. 

COHFENSATION— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $600  to  $1020,  inclusive, 
with  standard  salary  rates  as  follows:  $600,  $660, 
$720,  $840,  $960,  $1020. 

SPECIAL  BEOTJLATIOir  OOVESNINO  SALABT  BATES— 

The  entrance  and  other  salary  rates  of  positicns 
classified  within  this  Grade  are  conditional  upon  ap- 
praisal, under  the  rules  of  the  State  Civil  Service  Com- 
mission, indicating  that  the  rates  to  be  designated  do 
not  exceed  the  value  of  the  work  to  be  performed. 


UPHOLSTEBER  OEOUP  (J  33) 

BkiiMi  L9hor  Service 
Definitiifn:  Upholeterer  Oroup 

The  term  Upholsterer  Group  is  used  to  identify  those  author- 
ized employments  of  the  Skilled  Labor  Service,  the  incumbents 
of  which  are  required  to  perform  w<»:k  pertaining  to  the  upholster- 
ing trade. 
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GBADE  I(  J  88 1) 

wMu^xi  Aynf  9o±^  BhUUd  Labor  Bervia 

TITLE  OP  F0SITI0H8  —  UphoUterer  Qrwip 

UPHOLSTERER 
DUTIES— 

DefinUion: 

The  duties  of  incambentB  of  these  positions  are  to 
make^  mend  or  repair  all  kindfl  of  oushions^  seats  and 
other  similar  articles. 

air AUFICATIONS  — 

Persons  holding  these  posUions  shall  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COHFENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $900  to  $1020,  inclusive, 
with  standard  salary  rates  as  follows:  $900,  $960, 
$1020. 

SPECIAL  BEOUULTION  OOVEBinirO  ADVAirCEKEHT  SAIr 

ABT  BATES  — 

Advancement  within  this  Grade  is  conditional  up(Mi 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed. 


SUPERINTENDEirr  OF  GAME  BIRD  FARM  GROUP 

(J  34) 

Skilled  Labor  Berviee 
Definiiion:  Buperintendmt  of  Game  Bird  Farm  Group 

The  term  Superinteadeiit  of  Game  Bird  Farm  Group  is  used 
to  identify  thoee  authorized  employments  of  the  Skilled  Labor 
Service,  L  iiununbente  of  whil  Z  required  to  supervise  the 
State  game  bird  f  arm,  inyolying  the  rearing^  protection  and  treat- 
ment of  game  birds  and  the  general  management  of  the  farm. 
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GEADBI(J34I)  SWIW  L«*or  Sen«c« 

TITUS  OF  POSITIOH      BupeHntendent  of  Onme  Bird  Farm  Qrotf 

SUPERINTENDENT  OF  GAME  BIRD  FARM 
DimBS— 

Definition: 

The  duties  of  the  incumbent  of  this  position,  which 
involve  general  supervision  of  the  State  Game  Bird 
Farm,  are  to  be  responsible  for  the  rearing,  protection 
and  treatment  of  game  birds,  and,  subject  to  depart- 
mental regulation,  to  perform  the  details  of  the  fann 
management 

QXTAIIFICATIOHS  — 

TJhe  pers&n  holding  this  position  shaU  hwve: 

1.  Not  less  than  five  years  of  practical  experieace 
in  the  management  and  operation  of  a  game  farm,  or  a 
game  preserve. 

2.  Such  additional  qualifications  as  may  be  required 
by  the  State  Civil  Service  Oommiasion. 

COMPENSATIOir— 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $1560  to  $2160,  inclusiye, 
with  standard  salary  rates  as  follows:  $1560,  $1680^ 
$1800,  $1980,  $2160. 

SPECIAL  BEOITLATIGir  OOVEBNIHO  ABVAHCEKEHT  SAIr 

ABT  SATES— 

Advancement  within  this  Grade  is  conditional  upon 
appraisal,  under  the  rules  of  the  State  Civil  Service 
Commission,  indicating  that  the  rates  to  be  designated 
do  not  exceed  the  value  of  the  work  to  be  performed. 


LABOR  SERVICE 

(SYMBOL  K) 
Definition: 

The  term  Labor  Service  is  used  to  identify  those  authorized 
employineiits  of  the  State  govemiuent^  the  incumbents  of  which 
are  required  to  perform  or  supervise  the  performance  of 
routine  unskilled  manual  work  not  covered  in  any  other  Service 
specification. 
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LABORER  GROUP  (K  1) 

2ki6or  Bervioe 
n   /.    •«•  Laborer  Chroup. 

DefinUum:  ^ 

The  term  Laborer  Group  is  used  to  identify  those  authorized 
empioyments  of  the  Labor  Service,  the  incumbents  of  which  are 
required  to  perform,  or  supervise  the  performance  of  routine  un- 
skilled manual  work  not  covered  in  any  other  Group  specification. 
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GRADE  I  (K  1  I)  I'O^  Service 

Laborer  Oroup, 

TITLES  OF  POSITIONS  — 

LABORER 
BTTTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions, 
which  may  involve  supervision  of  employes,  are  to  per^ 
form  routine  unskilled  manual  work  not  covered  in  any 
other  Group  specification. 

QUALIFICATIONS  — 

Persons  holding  these  positions  shall  hwve: 
1.  Such  qualifications  as  may  be  required  by  die 
State  Civil  Service  Commission. 

OOXPENSATION  — 

The  range  of  annual  compensation  of  this  Grade  for 
full  time  service  is  from  $480  to  $900,  inclusive^  with 
standard  salary  rates  as  follows:  $480,  $540^  $600, 
$660,  $720,  $780,  $840,  $900. 

SPECIAL  BEOTTLATION  OOVERNDTO  SALAET  SATES— 

The  entrance  and  other  salary  rates  of  positioDS 
classified  within  this  Grade  shall  be  determined  by  de- 
partments on  the  basis  of  local  conditions^  subject  to  the 
rules  of  the  State  Civil  Service  Commission,  and  are 
conditional  upon  appraisal  under  the  rules  of  the  State 
Civil  Service  Commission,  indicating  that  Ae  rates  to 
be  designated  do  not  exceed  the  value  of  the  work  to  be 
performed. 
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GRADE  n  (K  1  n)  La^  Service 

Laborer  Oroup, 

TITLES  OF  POSITIONS— 

FOREMAN  OF  LABOE 
ATTENDANT  (MANSION) 
CHIEF  ORDERLY  (CAPITOL) 

DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
supervise  the  work  of  cleaners,  laborers  or  other  em- 
ployes engaged  in  cleaning  buildings^  caring  for  grounds 
or  maintenance  and  construction  work. 

QITAIIFICATIOirS- 

Persons  holding  these  positions  shall  have: 
Such  qualifications  as  may  be  required  by  the  State 
Civil  Service  Commission. 

OOMPENSATION- 

FOREMAN  OF  LABOR 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $900  to  $1200, 
inclusive,  with  standard  salary  rates  as  follows:  $900, 
$960,  $1020,  $1080,  $1140,  $1200. 

ATTENDANT  (MANSION) 
CHIEF  ORDERLY  (CAPITOL) 

The  range  of  annual  compensation  of  these  positions 
in  this  Grade  for  full  time  service  is  from  $1200  to 
$1560,  inclusive,  with  standard  salary  rates  as  follows: 
$1200,  $1320,  $1440,  $1560. 

SPECIAL  BEOTTLATION  OOVEBNINO  SALABT  BATES  — 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  shall  be  determined  by  de- 
partments on  the  basis  of  local  conditions,  subject  to 
the  rules  of  the  State  Civil  Service  Commission,  and 
are  conditional  upon  appraisal  imder  the  rules  of  the 
State  Civil  Service  Commission,  indicating  that  the 
rates  to  be  designated  do  not  exceed  the  value  of  the 
work  to  be  performed. 


SPECIAL  LABORER  GROUP  (K  2) 

Defimiion:  Bpwial  Laborer  Gfroup. 

The  term  Special  Laborer  Group  is  used  to  identify  lihose 
audiorized  employments  of  the  Labor  Service,  the  incumbents  of 
which  are  required  to  clean  and  care  for  offices  or  laboratories,  or 
to  perform  other  manual  duties  not  covered  in  the  Laborer  Gfroup 
specification. 
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GRADE  I  (K  2  I)  X.a6ar  Service 

Speoial  Laborer  (hwf, 

TITLE  OF  POSITIONS  — 

CLEANER  (FEMALE) 
ATTENDANT  (FEMALE) 
FOREWOMAN  OF  CLEANERS 
GAUGE  READER 
LABORATORY  HELPER 
PORTER 

DUTIES  — 

CLEANER  (FEMALE) 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
perform,  under  supervision^  work  involved  in  the  aorab- 
bing,  mopping,  washing,  sweeping  mud  dusting  of  officei, 
halls,  corridors,  etc 

ATTENDANT  (FEMALE) 
Definition: 

The  duties  of  incumbents  of  these  positions  tie  to 
care  for  retiring  and  rest  rooms  and  to  perform  inci- 
dental work. 

FOREWOMAN  OF  CLEANERS 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
supervise  and  direct  the  work  of  cleaners  (female). 

GAUGE  READER 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
make  periodic  readings  and  records  of  water  gauges  on 
canals,  reservoirs,  rivers  and  feeders,  and  to  make  pre- 
scribed reports  thereon. 

LABORATORY  HELPER 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
clean  laboratories  and  laboratory  apparatus,  to  receive 
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cuid  ship  laboratory  Tnfltmals  and  outfits,  to  care  for 
and  feed  experimental  animals  and  to  assist  members 
of  the  laboratory  staff  in  related  work. 

POETER 
Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
peorform,  under  supeorvisioii,  work  involved  in  the  scrub- 
bingy  mopping,  washing  and  dusting  of  offices,  halls, 
oorridors^  etc 

QUALIFICATIONS  — 

Persons  holding  these  posiiions  siiall  have: 
1.  Sudi  qualifications  as  may  be  required  by  the 
State  Civil  Service  Commission. 

COMPEKSATIOH— 

CLEANER  (FEMALE) 

The  range  of  annujal  compensation  of  this  position 
in  this  Grade  for  part  time  service  of  not  less  than 
twenty-four  hours  per  week,  is  from  $300  to  $390,  in- 
clusive, with  standard  salary  rates  as  follows:  $300, 
$330,  $360,  $390. 

ATTENDANT  (FEMALE) 

The  range  of  annual  compensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $480  to  $540, 
inclusive,  with  standard  salary  rates  as  follows:  $480, 
$540. 

FOREWOMAN  OF  CLEANERS 

The  range  of  annual  compensation  of  this  position 
in  this  Grade,  for  part  time  service  of  not  less  than  24 
hours  per  week  is  from  $480  to  $600,  inclusive,  with 
standard  salary  rates  as  follows :     $480,  $540,  $600. 

GAUGE  READER 

The  range  of  monthly  compensation  of  this  position 
in  this  Grade  for  part  time  service  is  from  $4  to  $15. 
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LABORATORY  HELPER 

The  range  of  annual  compeoAation  of  this  poeition 
in  this  Grade  for  full  time  service  is  from  $420  to  $600, 
inclusive^  with  standard  salary  rates  as  follows:  $420, 
$480,  $540,  $600. 

PORTER 

The  range  of  annual  oompensation  of  this  position 
in  this  Grade  for  full  time  service  is  from  $600  to  $660, 
inolusive,  with  standard  salary  rates  as  follows :  $600, 
$660. 

SPECIAL  BEGVLATIOH  OOYESHIHO  8ALAET  SATES— 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  Grade  shall  be  deteimined  by 
departments  on  the  basis  of  local  conditions^  subject  to 
the  rules  of  the  State  Civil  Service  Commission,  and 
are  conditional  upon  appraisal^  under  the  rules  of  the 
State  Civil  Service  Commission,  indicating  that  the  rates 
to  be  designated  do  not  exceed  the  value  of  the  woik  to 
be  performed. 


WATCHBIAN  GROUP  (E  3) 

Lahor  Service 
7^    /•    • ,  •  Watohman  Group 

The  term  Watchman  Group  is  uaed  to  ideatifj  those  author- 
ized employments  in  the  Labor  Service,  the  incumbents  of  which 
are  required  to  exercise  vigilance  in  the  protection  of  property 
owned,  controlled  by,  or  in  the  custody  of  the  State^  from  theft, 
fire  or  other  hazard  and  to  perform  cleaning  and  other  light 
laboring  work  when  required. 
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GRADBI(K3I)  Watchman  Orn^ 

TITLES  OF  POSITIONS  — 

WATCHMAN 
OEDEELY 
DITTIES  — 

Definition: 

The  duties  of  incumbents  of  these  positions  are  to 
exercise  vigilance  in  the  protection  of  property  owned, 
controlled  by,  or  in  the  custody  of  the  State  from  theft, 
fire  or  other  hazard  and  to  perform  cleaning  and  other 
light  laboring  work  when  required. 

Ewamples : 

Regulating  water  to   proper   level   in   the   canal  and 

keeping  same  free  from  refuse 

Watching  canal  bank  for  leaks  or  defects,  and  repair- 
ing small  breaks. 

Lighting  and  keeping  signal  lamps  in  oonditkm. 

Making  rounds  of  buildings. 

QITAIIFICATIOirS— 

Persons  holding  these  positions  shall  have: 
1.  Such  qualifications  as  may  be  required  by  the 
State  Civil  Service  Conmiission. 

COMPENSATION  — 

The  range  of  annual  compensation  of  this  Grade 
for  full  time  service  is  from  $480  to  $900,  inclusive, 
with  standard  salary  rates  as  follows:  $480,  $540, 
$600,  $660,  $720,  $780,  $840,  $900. 

SPECIAL  BEOTJLATION  OOVEBNINO  SALAET  BATES— 

The  entrance  and  other  salary  rates  of  positions 
classified  within  this  G-rade  shall  be  determined  by 
departments  on  the  basis  of  local  conditions,  subject  to 
the  rules  of  the  State  Civil  Service  Commission,  and 
are  conditional  upon  appraisal,  under  the  rules  of  the 
State  Civil  Service  Commission,  indicating  that  the 
rates  to  be  designated  do  not  exceed  the  value  of  the  work 
to  be  performed. 


PART  V. 

COMPABATIVE  CLASSIFICATION  OF  EMPLOT- 
MXNT8  —  PRESENT  AND  PROPOSED  —  SHOWING 
PRESENT  VARIETY  OF  TITLES  AND  EXTENT  OF 
OVERPAYMENT  AND  T7NDERPAYMENT. 

The  following  comparative  analysis  of  present  and  proposed 
classification  was  prepared  bj  the  Committee's  staff. 

The  work  and  dulses  performed  bj  the  officials  and  employes 
of  the  State  government  were  analyzed  and  compared  with  the 
salary  and  grade  standards  which  have  been  proposed.  On  the 
basis  of  such  analysis,  tentative  appraisals  have  been  mada  The 
following  classification  sets  forth  the  distinctive  types  of  posi- 
tionsy  by  titles  and  salary  rates,  in  the  State  service  in  reference 
to  the  grade  and  salary  standards  adopted  by  the  Committee,  for 
the  purpose  of  presenting  concretely  the  variety  of  titles  on  the 
one  hand  and  the  variety  of  salary  rates  on  the  other  hand. 

In  interpreting  this  classification  the  following  facts  should 
be  noted: 

1.  Distinctive  types  of  positions  only  are  included.  The 
classification  does  not  list  each  position.  The  appraisal  of  each 
individual  posilaon  has  been  made  and  recorded  on  comparative 
sdiedules  which  have  been  the  subject  of  conference  with  the 
departments. 

2.  The  appraisals  are  tentative  only,  representing  the  value 
of  the  work  being  performed  rather  than  the  individual  abilities 
of  persons  performing  such  work. 

The  attention  of  the  Committee  has  been  directed  to  the  fact 
that  there  may  be  instances  where  injustice  would  be  done  by  this 
classification  to  an  individual  whose  peculiar  personal  qualifica- 
tions and  potential  ability  make  him  more  valuable  than  would 
appear  from  his  position.     To  discover  such  instances,  if  any 
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exist,  is  the  purpose  of  the  departmental  conferences  now  in 
progress.  Becognition  by  department  heads,  however,  of  the 
accuracy  of  the  great  body  of  these  proposals  shows  that  the  in- 
stances  of  such  injustice  are  few. 

Assistance  to  the  Legislature  by  way  of  further  verifying  and 
interpreting  these  appraisals  will  be  one  of  the  tasks  of  the  Com- 
mittee if  the  work  is  continued. 
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Clerk    773 
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Agronomist   799 

Archeologist   799 

Architect  800 

Bacteriologist 802 
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Botanist    803 
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Dentist 807 
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Engineer    808 
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Referee   (Transfer  Tax) 869 
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Skilled  Labor  Service: 
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Chauffeur    899 
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Cook    900 

Diver   900 

Electrician    901 
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Engineman   902 

Elevatorman  903 
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Florist  and  Gardener 903 
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Farm   912 

Janitor    904 

Machinist    904 

Marine  Worker 906 
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Skilled  Labor  Service  —  cont'd: 

Miscellaneous SkilledLaborer  907 

Nursery  Foreman 907 

Painter    907 

Photogriapher  908 

Plumber  and  Steamfitter . . .  908 

Preparator   909 

Printer    909 
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Sheet    Metal    Worker    and 
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Cutter   911 

Taxidermist   911 
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